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ABSTSACT 

This is one of - ^^^*t of five hanabooks compiled by 
■ the Ncrtflwest Regional Educationdj. Labnratory which describes the 
processes for planning and operating a total Experxence-Based Career 
Education (IBCE) program, processes and material are those develDped 
by the original EBCE model-^Community Experiences in Careec Educaition 
or (CE)2. The area of operations to which this handnook is aevoted is 
student services. Program Entry/Exit^ the first of three sections, 
details alternatives for student enrollment and orientatioQ. Topics 
include student recruitment and selection* transrer into and out of 
the program, and program completion. Student Records covers 
procedures and considerations for collecting, recording, 
interpreting t and reporting information on student progress. Sample 
_^fa£as*_iJicluding a student credential are displayed, SectiDn 3^ 
Guidance^ concerns services, processes, and interactions rhat help 
studMts understand and benefit from individual experiences. It 
discusses program year action Eones, student accountability systam, 
zone progress meetings, zone de*brief ings, and referral to outside 
agencies* Bach section has three basic parts^ (1) preview, including 
definition of the EBCE element discussed, purposes and underlying 
asauffiptions of that element, and people involved in aeiivering Ltt 
(2) steps to follow I and (3) narrative section explaining process 
behind each stepi. Extensive appendixes contain supplementary 
materials; an index to all the handbooks is also provided* (YLB) 



* Eeproductions supplied by EDRS are the best that can be made * 

* from the original document. * 
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AN INTRODUCTION TO EBCE 



E^arimra-Based Carear EducatiQn (SBCT) is a fmdamentally differant 
typm of edueaUaii for secondary stunts, ^^ila studan« in 
traditional programs attand fiai-day olasses at tha high sehool, 
ElCl studMts ipend a major portion of thair time on leaminf 
projac« in tha oomunityp Aotivi^es in EBCE are tailored to 
individual needs, abiUties, learning styles and goals, and studants 
are guided in toeir" learning through ragoing ralationships with a 
VMiety of working adults thm coninmity. 

'trough real world intaractions with adults, EBCE students laam 
about careers , about life , about other people , about thamsalves . 
In addition, students learn the baaio skills of critical thinking, 
science, personal and social development^ fimctional citizenship 
and creative development, ^ey gain co^etence in tte skills adults 
need to fmction effectively in a technological sociaty. They learn 
to be responsible by helping desipi their mm learnijig activities 
and by following a set of accountability stm^rds that parallel 
toe stand^ds working adults ara elected to m^Jitadji on tha job. 

Perhaps most importantly, students iM EBm learn how to laam: how 
to plan learning activities, how to find md i^e resources in the 
^manmmiLtif and how to build on ei^etience* Learning becoMS for them 
a lifelong process wtth its ami rBw«ds directly related t© each 
individual's personal choices and goals* 



THE (CElg PROGRAM 

Since the fall of 1972, a model EBCE program has been operating in 
Tigard, Oregon, .under the spOTSorship and tacimical assistance of 
the Northwest Rsgional BduMtional i*aboratory immm^) and with 
f imding from thm National Institute of Education (Nil) . The Tigard 
version of CTCE— called C oim mity E^erienMS for Career E- i 
or (CD^^^i^ a fu3,l-*^^' educational alternative for youth 
junior . i seiiic" hiyii school yeM's, ^e program se^ar ^> 
percent or the ^^Ugible student body at Tigard High SahooL. 

Thm majo: / of student learn^g t^es place at sites in toe iouttwest 
Portaand l ^.ropolitan area, mm% students are not pursuing leam^g 
activities n the comtmi^, their heme base is the (m) 2 leaning 
center* Staff at thm leamirig cente,^ are not tea^ew in the 
traditional sense, but facilitators of student learning, helping 
students design follow tteir mn learning plans within a 
preactibed curriculim and pr^rMi eolation requirements* Vq\ t^f^rn 
at coiTOimity sites serve major support roles in student 1 linc 
FoUcias for Im) ^ are detemined by a board of d^jeetors ml 
of '^tudenta, ^, enployers, labor leaders and schcv 
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repreaentativeB. When students leave iCZ) ^ they receive a unique 
portfolio displaying their comiunity aKperienGes and accomplishments, 
and upon complation of program requires^ents they receive a standard 
diploma from Tigard High School, 
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THE EBCE HANDBOOKS 



Based on {CE)^'s experiences, has compiled a five-volmne set of 

handbooks which detail how to set up and operate an EICT program. These 
handbooks represent three years of development, revision and refinement 
of the original EBCE model. As with any ongoing program, processes 
and materials are continually being revised, both at (CT) . and in 
various school districts now implementing all or parts of^the program. 

Each of the handbooks is devoted to a particular area of opyrations j 
Management & Organization , Curriculum s Instruction , anployer /Community 
Resources , Student Services and Program Evaluation . A progranrbroch^e 
complements the handbooks and provides an Tntroduction to EBCE, The 
brochure contains general information about the EBCE curriculum, key 
program elements and evaluation findings. Contents of the individual 
handbooks are sunmarized below. 



MANAGEMENT & ORGANIZATION 



Management ^ Organisation treats oven] ^ . ^^rationa^ .jnsideraiiion 
for an EBCE progrMs how such a prograrii ^ i organized, governed, 
St- f fed and niade visible to the public and how evaryday progrMi 
business is managed. The handbook is divided into four sections i 

"Program Planning ^ Governance" outlines the steps for setting 
up and operating an mCE program, including comitmity 
involvement in prograai planning, suggestions for surveying 
potential support, meeting legal and educational requu-ements , 
securing program approval and providing an adequate base for 
policymaking. 

"Personnel" describes the genera, staff functions that are 
needed to operate an EBCE program. it also suggeits rocsdm - 
and considerations for recruiting . J selecting staff, 
deteiroining salaries and benefits, establishing working 
conditions, orienting staff and providing staff development. 

"Busuiess Management" discusses such operational details as 
budgets, financial reports, office procedt^es, instance, 
health and safety provisions, facilities and transportation. 
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"Csmmunity Relations" suggests strategies for introducing EBCE 
to the consnunity and meeting the ongoing information needs of 
varioia audiences, both internal and external, including baard 
m^^ars, staff, students # parents, business and labor, the 
educational cocmunity and the cocmiimity^at-large. 



CURRICULUM & INSTRUCTION 



Curriculum ^ Instruction covers the content and processes of student 
learning in OCE and the rescurces a commimity-based program makes 
available to students. There are nine sections to this handbook: 

"Curricui™ CDutcomes'* provides basic definitions of key 
currioulOT elmenta and describes what students learn whili i 
the prograni; toe section include" = -a" outcome goals and 
specific objectives to help str .rxnm for student 

performance in three broad areaE .ife skills, Basic Skills 
and Career Development, 

'•Learning Plan Negotiatian" focuses on techniques for 
individualizing student goal setting prescribing learning 
plans tailored to each student's needs, ajiterests, Militias 
and learning style, TOpics in this section include program 
requirement , accountability stan^rds, assessment, learning 
site analysis and negotiation of learning activities. 

"C«-eer E^lorations" describes planning and implementation 
steps for students * first es^eriences at workplaces in the 
local community. 

"Proiects" describes plaining and ijnplementation steps for 
developing i dividualized learning contracts with each student 
that combine activities in Life Skills, Basic Skills and 
Career Development* 



"LeaCTiing & Skill Building Levels" describes planning and 
implOTentation steps for more eKtensive student involv^ent in 
project J and skill development activities at wrJ^laoes in the 



"Co^etencies" describas planing and implemMtatian procedures 
for inswing that students acquire the essential survival 
skills needed to function in today's society. 

"Student Jouraals" describes planing and mplementation 
procadi^es for encouraging studant use of journals as a means 
of reflecting on personal e^erienceg and building trust 
relationships with staff* 
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"toploy^ Seminars" describes plannijig and implementation steps 
for utilizing comunity representatives in large group student 
seminMs on important career development topics and issues. 

'•Learning Resources" describes SBCE's approach to using the 
comunity as a vast resource for student XeMning and details 
procedures for finding, accessing and using learning resoiirces. 



EiMPLOYER/COMMUNITY RESOURCES 



aiployer/CoTOnunity Heso^arces traates the establishment, maintenance 
and use of the network of employer and conrounity sites at which 
most student learning activities take place. This har..:bQok 
consists of thiee sections: 

"Site Recruitment" details procedures for invQlving employers 
and other consiunity site personnel in the EBCE progr^* Topics 
include zhm role and functions of the employer instructor, 
estimating the necessa^ number and t^es of sites, incentives 
for participating in EBCE, identifying and contacting potential 
learning sites and adding sites to the network. 

"aployer Instructor Development" describes how participatinq 
site personnel are prepared for EBCT responstbilities. The 
section focuses on planning and conducting development sessions 
to give sits personnel the information and training they need 
to work effectively with students. 

"Site Utilization" deals' with the use of employer and consiunity 
volunteers and sites to deliver student learning. Included 
are procedta-es for assessing the educational potential of 
individual sites (learning site analysis) , supporting employer 
instructors as they work with students (site maintenance) and 
exchanging inforMtion among staff and between st:aff and site 
personnel, as well as staff responsibilities for working with 
site personnel. 
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Student Services covers considerations and procedures for admitting 
Students to the pro-am, keeping records of student work, 
cradentialing students when they leave the program and supporting 
individiml student growth* The handbTOk is divided into three 
sections: 
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"Program Entry/Exit" details alternatives for enrolling students 
in the EBCS pre^am and preparing them for a nev/ ty^e of 
education* Topics discussed in ^is section include criteria 
and timelines for student recruiment and selection, recruiment 
presentations, selection procedures, orientation sessions, 
transfer ijito and out of the pragram and program completion, 

"Student Records" covers proaed^es considerations for 

collecting, recording, interpreting and reporting information 
on sti^ent progress through the EBCE program. Sample forms are 
displayed, including a student credential that provides a 
permanent record of student perform^ce consistent with the 
individualized natvffe of mCE. The section also includes a 
discussion of the confidentiality of student records. 

"Guidance" concerns those services, processes and interactions 
that help students miderstand and benefit from toeir individual 
experiences. This section includes discussion of program year 
action zones, the student accountability system, zone progress 
meetings, zone debrief ings and referral t:o outside agencies* 



PROGRAM EVALUATION 



Frograffl Evaluation handbook contains two sections^ 

An "Overview" sets the background for understanding EBCE 
evaluation and how it relates to other elements of the program. 
A glossary of key evaluation and EBCE tems used in this handbook 
is provided. 

"Steps to Follow" organizes the evaluation process into an easy- 
to-follow sequence of steps. The checklist which begins this 
section provides a useful guideline for the busy ivaluator, 
administrator or program staff mender* Each step in the checklist 
is keyed to a portion of the following narrative, which supplies 
deti lis and discussion for each point* 

Student Services and Program Evaluation also include sections of 
appropriate reproducible materials which school districts may duplicate 
and use in their own EBCT programs. 
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HOW ^0 USE THE HANDBOOKS 

The EBCE handbooks art? desiyned Lor uaay acci ti> "how-LQ=do-i t" 
infonnationl Each handbook section has three basic parts; 

1. The PREVIEW (colored page at the beginning of each 
section) includes a defini^i. n of the elerrtent of EBCE 
discussed in the section, the purposes and underlying 
assumptions of that program element and the people 
involved in delivering that portion of EBCE. The 
Praview may also include a statement of the 
relatioiiship between that program element and other 
aspects of EBCT. . 

2. STEPS TO FOLLOW is a cclored page suggesting a step- 
by^step sequence for planning and implementing the 
program e^eiTent^ 

3. A NARW\TIVE SECTION (on white paper) explains the 
process behind each step . This section Lsuaily 
contains background information based on I CE) 2 ' s 
experiences and iTiay suggest alternative courses of 
action. CROSS-reFERENCTS guide the reader to related 
material locate i elsewhere in the handbooks* 

Each handbook also has APPENDICES of materials to supplement the 
information in the handbook , and an INDE^f for all the handbooks 
to help users locate informatioiu 



STUDmT SERVICES 



TIMELINE 



FOR EBCE PLANNING 




Activities 

1, - Attend BBOT awarenesi presentations 

2, Prepare EBCT infpifination materials 

3, Seleat and Qrient planning group 
4^ Attend training session 

. Conduct survey of i^ommunity intefest 

6, Prepare first draft budg#t and staff ing plan 

7, Begin presentations to key groups 
8^ Secufe initial employer soriniitfflents 
9^ Deiignate support syotem needJ 

10, Prepare curriculum dsiign 

11, ^iign student recfuitrnent procedufes 

12, Prepare evaluatioh design 

13, Prepare overall nwinageinent plan 

14^ Prepare final budCjet and staffing plan 

15* Secure planning group approval of total plan 

16, Secure lehool board approval 

17. Secure state agen^ approval 
IS. Establish formal advisor group 

19. Select staff 

20. Select students ^ 

21. Select EBCE facility ^ 
22/ Orient new itaff 

23. Begin signi^ for speeific employer sites 

24. Occupy EBCB facility 
25* Attend training iesiion 

26. ' FinallEe curriculiWi delivery iyatem 

i?^ Establish student services system 

25. Finalise Rb^nagemnnt syitifn 

2i . ^tain/print supplies # materlalg* formi 
Begin prograin 



W^is planning tintlln^ lists key activities in 
preparing to operate an EBCE pf^ram. Details 
on activities can be foyiid in the EBCE 
han^ooks developed by NW.^L^ as referenced on 
the fo^llowing pagt. infoiTOation a^out 
training sessisns is also available from NWHEL* 
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TIMELINE REFERENCES ^ 


Each EBCE handbook^ backs up the general planning timeline 
with details facilitating steps , as referenced balowi 


TI^LINE STEPS 


HMJDBTOK TimE & SECTION 




foaiiac^einenG ^ uryani ui^on , 
"Program Planning ^ ^vemance" 


6, 13, 14, 28 


Management ^ Organization, 
"Program PlanniJig & ^ovei^Mice," 
"Personnel," "Business M^agement" 


2,7 


Management ^ Organization, 
"CoiMftuhity Ralations" 


Q O ^ 
Of ^ J 


Empl oyer/ Conmiwii ty . Be sour ce s , 
"Site lecruitment" 


9, 21, 29 


Managen^nt ^ Organization, 
"Business Management" 


10, 26 , 


Currioulmn & Instruction 


11, 20, 27 


Student Services 


12 


Evaluation ■ " . 


19, 22 


Management S Organization ? 
"Persoimel" 

s 
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PROGRAM 
ENTRY/ EXIT 



PROGRAM ENTRY/EXIT 



Program entry concerns procedures for recruiting prospective 
students for Emm, then selecting, admitting and orienting 
those who choose ttis learning option* Program exit 
suggests procedures fop transferring students who may ieave 
EBCE before completion and for awarding graduation honors 
to students who meet program requirements* 



WHY EACH PROCESS IS IMPORTANT 

1. to allow prospective students and their parents to obtain the 
information they need to determine their interest in the 
program and then to seek admission if they wish 

2. to provide administrative ^ policy-level controls over the 
student selection process and establish a procedure for adding 
students to the program 

3. to establish a continuing orientation framework for conveying 
program concepts, procedures and requirements to new and 
returning students 

4. to guarantee that students are able to transfer into EBCE and 
from EBCT to other schools 

5. to provide a mechanism for graduating students from the program 
ASSUMPTIONS AaOUT PROGRAM ENTRY/EXIT 

The EBCE instr , tional delivery system has the capability to deliver 
a quality * cor'prehensive educational program to all studenti^ and 
many students are interested in EBCE once they understand it fully. 

A broad cross-section of students will not jump immediately in^o an 
alternative program, leaving their relatively comfortable mdhohl 
surroundings , V 

Ihe program works best when tte number of underachieving and ;highly 
achieving enrollees is approximately equal, so that the program is 
not viewed as a dropout prevention effort or an elitist alternative. 
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fhm period of adjustment (moying from a traditional learning mode 
to an entirely different mode) will vary for each student entering 
tte program. 

THE PEOPLE INVOLVED 

Hie program ad ministratQr and one other designated staff mentoer 
(in {CE)2's case, student coorjinator ) usually share student 
recruitment tasks ^ with all program staff involved to some degree. 

*flie program's governing body should be involved in decisions on 
desired characteristics of the EBCE student body and selection 
criteria. Actual studant selection can be made by the program 
administrator and student coordinator ^ hwever . 

Although student orientation is conducted jointly by all staff , 
a planning group or coordinator should be designated for specific 
orientation duties - 

Once the program year is underway^ &e student coordinator maintains 
liaison with other schools to facilitate student transfer into or 
from the EBCT program^ and tte progrMi adfldnistrator approves all 
transfers* 

ihe s^tudent coordinator is also responsible for the overall 
accuracy of records of program completion and for liaison with the 
cooperating high school for graduation activities^ and the 
p r og^r am a dmi n i a t r a to r certifies program completion. 
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Steps to follow 



PLANNING FOR RECRUITMENT AND SELECTION 



^Mi.t7.on&l opportunities for students ^ 
mr., Qthers with questions to talk to 
l^na'>ad program staff 
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Define desired characteristics of students to 

compose EBCE student body ^ 

tdentify target audience forlstudent recruitment 

and selection ^ 

Identify staff Mn^ers to participate in student 
recruitinent ar^d saleetion 



j 4 j Dev^^op student ^application forms ' 12 

Develop timet^lus for recruiting and 
seleetinM stu^nts 



\ 

STUDENT RKCRUITMENT 

Secure district approvai and support of the 
recruitment process and schedule 

Hake pre ^^fentatibns to students at cooperating 
L-l schools 

r™T Invjlm nf^enta of prospective EBCE students in 

L«ci ^i^i 1: : process = 
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STUDENT SELECTION 

Determne eligibility criteria for students 23 



~j Select students for EBCT! program and notify 

all applicants 25 



STUDENT ORIENTATION 

Assign staff roles for student orientation 27 



13 Prepare orientation program 28 
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14 Conduct orientation activities 



15 
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Plan additional reorientation workshops 
as necessary ( 

Plan procedures for orienting students entering 
after program year begins 



STUDENT TRANSFERS 
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Estidblish prQcedures for transfer into and out 
of EBCl program 



PROGRAM COMPLETION AND GRADUATION 

Establish procedures for prograiu con^letion 
and graduation 



Program Entry/Exit (Item 1) 



Planning for Recruitment & Selection 




Define desired GharaGteristiGS of students to compose 
EBCE student body 



Early in planning tiia EBCE program, a policy-level decision will 
be needed to define Uie desired Gharacteristics of students who 
will be admitted. (GE) 2 Ghose to have a balanced range of 
students to parallel ttat in tiie local high school, ^e portion 
of the formal agreement between (CE)2 and the Tigard School 
DistriGt excerpted below indicates the student characteristics and 
nuntoers defined for the Tigatd program* 



STUDENT SELECTION CRITERIA 

Exc^rpt^d from "Operational Cfuide lines for the RmlationBhip between figard 
School District an J Conmunity Experiences for Career Education ^ Inc^" 



Selection 

students will be considered for Selection by the following criteria i 
fa) willingness to enter thm program^ (b) agreement of their parents, 

(c) agreement by designated administrators of the Tigard School District^ 

(d) criteria related to testing the educational concepts as applied to 
students with prespecified characteristics as well as a cross-section of ' 
characteristics indicative of the general ptudent population of Tigard 
High School, All selections will be made with the intent of maintaining 
such a balance (students will represent a range of abilities or levels ini 
mativatipn, dependability, intellectual capacity ^ academic ability ^ race^ 
age and sex). (CE)2 program a^inistrator will be responsible to negotiate 
such selection with the personnel designated by the school district 
superintendent. 



Number 

{CE)2 will operate with no less than 50 students between the ages of 15 
and 18, It is preferred that all (CE) 2 students come from Tigard Schooi 
\ District. It is agreed that at least 40 (CE)2 students will be prdvided 
by the district if the students are willing to enter'the program ' 

L= . . 'I ' 



^1/ 



STUDENT SERVICES 



Prograni planners fait that tte EBCE student population should 
match the diversity tJiat exists among students attending the 
cooperating high schools. It should be possible to recruit 
students with a range of abilities and interests if it is 
emphasized that EiCB has soTOthing to offer all students^^from 
the high achiever to the potential dropout. 

On toe other hand, programs may decide to limit the student bo 
to a narrower range of students disenchanted with their school 
experiences to date, vmile EBCE can offer ttese students a 
chance to discover meaning and relevance in their educational 
goals and activities/ disenchanted students may require 
disproportionate amounts of staff time. 



Program Entry/Exit (Item 2) 




identify target audience for student recruitment 
and Selection 



DEFINING THE TARGET AUDIENCE 



l^ree factors influence the choice of target audience for studtnt 
recruitinent and selection: the size of the cooperating school 
district, desired student ^ility levels and student grade levels. 

Cooperating School District 

If there is only one high school in the cooperating school 
district--as was the case for {CE)2^-the target audience is 
automatically restricted to students of tiiat school. If, on the 
other hand, there are several high schools in the district, EBCE 
planners may elect to choose students from one or all of the 
district's high schools* 

Desired Ability Levels 

From its inception (CE)2 planned to serve a student group that 
reflected the range of the local high school student body in terbs 
of academic ^ility, career aspirations^ dependability, motivation, 
peer group and sex* However, students who volunteered to 
participate in the program during tiie first two years ranked 
lower than the regular high school students on such indicators and 
predictors of school success as grades, socio-economic background, 
achievement and self=concept • As a result, (CI) 2 staff spent 
considerably more time with "problems" than ej^ected. 

As preparations began for recriiiting students , for the third program 
year, (CEjj's governing body and staff agreed tiiat if the 
program were to reflect a true cross-section of the regular high 
school student body, a conscious effort would have to be made to 
recruit more cap^le students into the program* ^e recruiting 
presentation stressed opportmities within the program that 
would attract college-bound students (for example, es^loring 
professional job sites or enrolling in community college 
classes), as well as students entering the work force immediately 
after graduation. This decision resulted in a more diverse range 
of students in si^sequent years. 
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STUDENT SERVICES 



Grade Levels 

(CE)2 limited iti. anrollmant to jmiiors and seniors because child 
labor law restrictionE in Oregon would have significantly restrictud 
the involvement of younger students at employ er/commuiiity sitt^s^^ 
whidi is the core experience base for all EBCE learning. 
Examination of appropriate legal restrictions will influence the 
decision for each program* 
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Program ^ntry/Exit (Itom 3) 

\ 

Identify staff mei^ers to participate in student 
recruitment and selection 



RECRUITMENT 



All menders of the program staff participate in student 
recruitMnt, either in making presentations to students and their 
parents or simply in being availaJDle to answer questions about the 
program. Major responsibility for recruitment, however, is borne 
by the student coordinatoj, working with the program administrator 

^\fter the program admnistrator and the goverriing body determine 
the student audience for recruitment, the administrator develops 
the timeline for the recruitrent process and designates at least 
one other staff menijer (for example, the student coordinator) 
to be involved in classroom presentations, the parent presentation 
and other activities* Any large-scale event, such as a 
presentation for prospective students and their parents, involves 
all staff members to some extent in developing a pr^ram, 
preparing materials and making the presentation. Otiier groups, 
such as employer instructors or menders of the governing body, 
may also partjclpate. 




SELECTION 



Student selection involves all staff to a lesser extent. General 
decisions about eligibility criteria for students and the actual 
saleGtion procedure to be followed are tte concern of ttia pre gram's 
governing body. Ihe selection procedure generally is carried out 
by the program administrator, tiie student coordinator and any 
others deemed helpful by the prograiri administrator. If the 
program is tied to a school district, staff meirtoers from ^the 
cooperating high school migjit be invited to participate in some 
stages of che selection process . 



STUDENT SERVICES 




Develop student application forms 



Elements of the Student Application 

l^e following elements in tiie student application form developed 
by (CE) 2 would be holpful for any EBCE programi 

1. personal information (name, address ^ grade level, 
emergency contact) 

2. ' the student's reasons for applying for admission 

to tte program 

3. a parent permission signature 

4* an assessment instrument covering 
a. job ei^erience 
b* occupational interests 

G* extracurricular interests _ 

d. post-grad uation plans 

e. parents' occupation, and educational levels 

f * pertinent factors in the decision to apply for 
adndssion to the program 

Uses of the Student Application 

The application form can be used in several ways t 

Baseline data for evaliiation i Certain questions on the 
'application/questionnaire can be asked again later in 
the year for cOTiparative purposes . 

General des crii^ti ve information t Program administrators 
can use the information to describe tiie student body. 

Screening device i If more students apply than tiie 
program can accoimnodate ^ information obtained in the 
application can be used in student selection* 



Proytam Entry/Exit (I torn 4) 



S^Qol district planning tool : Applications of students 
not admitted to EBCT can be raturned^ with student 
permission, to tiie high school and used to place tne 
student in another alternative program or to replan the 
student's work in the regular curriculum. 



CROSS-REFERENCE 



See "Student Records," pages 69-75, for a sample student 
application form^ 
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Develop timetables for recruiting and salecting students 



RECRUITMENT 



llie following schedule of major recruitment activities was 
developed by im) 2 to coincide with Tigard High School's annual 
"forecasting" procedures 1 



Tima 

3rd week of April 
3rd week of April 
3rd week of April 

4th week of April 

1st week of May 



Acti vity 

^mo to school stafi (see Item 6, pages 15-16) 

Lettsr to parents (see Itom &, pages 20^21) 

Meeting v?ith school staff (see Item 6/ 
pages 15 16) 

Classroom presentations (see Item 7, 
rages 17=19) 

Presentation for parents (see Item 8, 
pages 20-21) 



SELECTION 



The schedule for student selaction overlaps the recruitment 
SGhedule 1 



Tiim 



3rd & 4th weeks of April 



3rd & 4th weeks of April 



1st St 2nd weeks of May 



Activity 

Finalize selection criteria (see 
Item 10, pages 23-24) 

Finalise selection process (see 
Item 11, pages 25"26) 

Interview student applicants 



3rd week of May 



Select students 



PTogram Entry /Exit (Item 6) 




tudent Recruitment 




Secure district approval and support of the recruitment 
process and schedule 



APPROVAL OF TKE GOVERNING BODY 

As the schedule for recruitinent activities i^ finalizad^ the 
prcgraBi's governing body (most often a district school board) 
should be given an outline for approval. If^tiie program operates 
separately from the cooperating school district ^ approval of 
both the governiag body and school board muat be secured before 
recruitment begins. 

In addition^ school district administrators and staff should be 
brought up to date on recruAtment plans and schedules and their 
support of the EBCE prograin should be sought, 

SCHOOL DISTRICT SUPPORT 
Meeting With Principals 

After securin schooi district approval for student rebruitment , 
thft prograni administrator should meet with the principal of each 
cooperatiSig high school to discuss the schedule and process and 
to preview any recruitment materials. At thxs time, the program 
administrator and principal should agree on a date and time for an 
informational meeting beta^een school staff (a^dnistrators , deans, 
counselors and interested teachers) and EBCT staff, 

ThB {CE)2 program administrator and the Tigard High School principal 
outlined tiie following plan for recruitment activities at the high 
sdiooli 

1. Program staff would be allawed to mrte a 30-minute 
presentation in all junior and sophomore classes to 
groups of not more than 30 students, 

2, An evening meeting would be held at the high scJiool 
to explain the progr£an to interested parents* 
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3. Program staff and students would spend time at the 
high schoQl's resource canter to answer any questions 
about the EBCE prograni. 

4. Department chairmen and counselorE would bt? arfkod 
to identify outstanding students who might wish to 
discuss the program with EBCE suaff ; conversations 
would also be arranged betweGn thQse studGntS/ 
their parents and employe r/comnunity representativas 
and program staff. 

5. Counseling staff and deans would help program staff 
define the selection criteria and facilitate the 
selection process . 

6. An article about EBffi would be made available to 
the staff of tlie school newspaper. 

Meeting With Other School Staff 

A memo to school staff should specify the desired characteristics 
and numbers of students for the EBCE program and outline the 
proposed sdiedule of recruitment activities. In addition, the 
memo should invite a^rinistrators , counselors, deans and interested 
teachers to meet with EBCE staff. 

Iliat session should be designed to acquaint school staff with EBCE 
and secure their support in the recruitment effort, The agenda 
should include ample opportunity to discuss recruitment procedures 
and the meeting should culminate in agreement on dates and 
procedures , 

Tigard High School counselors play key roles in helping students 
forecast schedules for the next year. Tlierefore^ (CT)2 staff use 
their meeting as an opportunity to provide school staff with 
information that wi^ll help them better counsel students for whom 
EBCT might hold promise or who are already planning to apply* 
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Program Entry/Exit (Item 7} 




Jteka presentationa to students at cooperating schools 



PLANNING THE PRESENTATIONS 



ClP^Broom presentations have t^o major objectives i (a) to explain 

SO that students can make intelligent dioices about applying 
for admission to tiie program and (b) to present sinple* specific 
information ^out learning concepts ^ activities and requirements 
to answer common questions about EBCE . Any presentation to 
potential EBCE students should be planned with both objectives 
in mind^ 



EpCE Philosophy 

(CE) 2 found it important to emphasize these EBCE expectations: 

1. Students must be willing to work with a variety 
of adults . 

2. Students must be willing to learn in a variety 
of settings- 

3- Students must be able to adapt to new learning 
styles. 

4. Students must work on an individualized program. 

5. Students are responsible for themselves and their 
own work in the program. 

If these program expectations are es^lained to prospective students 
early in the recruitment process^ they will be better able to see 
the differences between EBCE and their regular high school program 
and decide which is the better alternative for them. 



Learning Concepts, Activities and Requirements 

(CE)2 found that a three'-part presentation works bests introductory 
coimnents to es^lain the program and answer questions often asked 
about EBCE, comments by current EBCE students on their feelings 
toward EBCT and their daily activities in the program and a short 
slide-tape presentation to illustrate what students do at enployer/ 
community sites. 
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Part One . The (CB)2 student coordinator is in charge of classroom 
recruitMnt presentations. Ihe student coordinator begins the 
presentations by placing five posters about. the r om. Three 
posters respond to common questions about EBCEi What does EBCE 
stand for? What are projects? Wiat are e^loration levels? The 
fourth poster outlines the four ways students may iise sites for 
learning (career exploration, learning, skill building and special 
placement) , and the fifth outlinep the EBCT curriculum components 
(Life Skills t Basic Skills and Career Development). 

An oral presentation follows the points outlined by die posters. 
Students do not generally ask questions during such a presentation ^ 
so the content is directed toward answering questions students 
often ask after entering the prograini What are some examples of 
projects? What activities are per formed at employer/ community 
sites? Can EBCE students return to the high school to participate 
in extracurricular activities? What sort of diploma do EBCE 
students receive? What does a student do in a typical day in the 
program? 

Part Two. The student coordinator involves current EBffi students 
(two to five at each session) in the recruitront presentation by 
asking them questions ^out why they became interested in the 
program, what their individualized programs entail, how they match 
career interests with explorations of employer/community sites, 
what extracurricular activities or regular high school classes 
ttiey continue to pursue at the high school and what they plan to 
do after graduation^ 

Part Three . Ilie presentation concludes with a short slide^tape 
show illustrating student work at the EBCT learning center and at 
various sites in the community. 



SCHEDULING PRESENTATIONS 



Classroom presentations naturally must be scheduled in advance* 
Ihe (CE)2 student coordinator sdiedules recruitment programs in 
sophomore and junior 'required* classes (e.g./ home room or 
English) , A morning bulletin the day of the presentation lets 
students know what's happening. 



FOLLOWUP ACTIVITIES 



Applications should be made available to interested students after 
each presentation p A designated staff menfcer should also be 
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PTogram Entry /Exit (Item 7 



available to answer additional questions. The (CDj student 
coordinator ramins "on call'' at the high school during recruitTCnt 
presentation days. This is also the bast time to schedule 
interviews with interested students as a prelude to student 
selaction. 



- - - -- - - - - CROSS- RE FERmCES ^^-^^^r^. =^^*=__^ 

See ''Conmmity Relmtions'' in Management S Organization for 
additional ideas on group pr&Bentations mnd~o^~er informations- 
sharing strategies ^ 

The Northwest Regional Education Laboratory has developed a slide- 
tape presentation , available on request, that could be used in 
student rear\d.tment prograim. 

You may also find the Program Overview packet, whiah acaompanies 
these handbooks ^ useful for introduatory explanations of EBCE . 
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Involve parents of prospective EBCE students in 
r e c r ui t me n t p r o ce s s 



LETTER TO PARENTS 



Early in April (CE)2 sends letters 
all sophomore and junior students, 
program and inviting parents to an 
school * 



to the parents or guardians of 
outlining the nature of the 
evening meeting at t^e high 



Dear Parents: 

During the last few weeki* staff mumbers from CQmmunity Experiences for 
Career Education, Inc,/ have been speaking to all sophomores and juniors 
at Tigard High School. Your son or daughter may have mentioned this 
exciting alternative to the last two years of high school education. 

(CT) 2 ^n effort to develop ways to help students make the transition 
^ from youth to adulthood. TWo years ago a pifivate nonprofit corporation 
was formed to oversee this program with the cooperation and approval of 
the Tigard School District. 

StudCsnts in the program receive a Tigard High School diploma upon 
completion, and the program has full approval of the Oregon Board of 
Education as a pilot and experimental program. 

The prograin pennits students to explore enployer sites in the metropolitan 
area and encourages students to participate in several career fields. By 
/ working with a variety of adults in the comnunityi students are encouraged 

to consider their opportunities and responsibilitiea within careers* 

In addition* all students are involved in activities in mathematics/ 
reading and cominunieation skills « Experiences in citizenship ^ science* 
creative development and other areas make this program a broad and total 
educational es^erience for students. . 

Career education can be important to all students. For those interested 
in a career in the professions, it is an ejtcellent opportunity to explore 
the law, ffledlcine, education and so forth before committing to a very 
ex^nsive college program. For those interested in employment after high 
school, it is an excellent chance to gain specific skills and understanding 
of ways to seek and gain employment. Part-time enployment and community 
college enrollment are other choices many of our graduates make. 

We will have an open meeting on _ (date) _ _ at 

for all parents and students interested in * 

learning more about this unique program* Won't you and your fandly join 
us? 
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PRESENTATION FOR .PARENTS 



The meeting for parents of prospective EBCE students should be 
held at the cooperating high school, if at all possible, aa holding 
the meeting in familiar surroundings will put parents at ease* Since 
the nuntoer of participants can be larga, be sure adequate facilities 
are arranged, 

(CE)2's parent meeting is held in the evening. Parents, students, 
employar/comimity representatives, meiAers of the (CE)2 board of 
directors and (CE)2 staff are invited. im) ^ recoimnends including 
at least one high school administrator and a school board maniber 
in tile presentation, 

Ihe program administrator conducts the meeting, first introducing 
key EBCE concepts and aKplaining {CE)2's relationship with Tigard 
High School, He uses a slide-tape presentation to illustrate 
atu^nt experiences at employer/ commmity sites, A panel of the 
program administrator, employer/commmi^ representatives, board 
members and program staff comment on the program and open the 
session to questions^ ea^ of which Is answered by an appropriate 
panel mender, lypical queries arei 

1. Will mj son/daughtBr attend any rmgular high sehpol 

aOUT&BB? 

2. Who pays aonrBe f mms for comnunity college courses? 

3. Do program Bt&ff rmally knM what students are 
doing at employmr/ mntnuni ty sites? 

4^ How do you decide who gats into the program? 

5, Can an MCT student trmiBfer back to the high school? 

6. How mny students tr^sferred back to the high school 
this year? 

7. How does MCE ^ffer from a work experience program? 

8, muld a graduatm of EBCE have difficulty getting 
into college? 

9p How do you meet state physical education reguirermnts? 

10, How do you react to unmotivated students or students 
who do not participate? 

11^ Has the program followed up on its graduates? what 
happened to them? 

Aftar the panel dlacussion, panel members and additional staff are 
on hand to anawer furtiier questions. Applications for the program 
are also avall^le m ^11 as brochures and related informational 
material » 
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Provide additional opportunities for students , parents 
and others with questions to talk to designated program 
staff 



In addition to the question and answer session at the parent 
presentation, both parents and students should be encouraged to 
talk directly with progrM staff in the weeks before the selection 
deadline by phoning or visiting the learning center. 

At (CE)2^ toe student coordinator usually handles questions and 
discusses the prograin with anyone who desires further information* 
Several parents and many students have visited the (CE) ^ learning 
center to see the faoility, examine program materials and talk 
about the program. 
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Program Entry /Exit (item 10) 




Student Selectioh 



Determna eligibility criteria for students 



Just as they should agree on desired Gharacteris tics of tiie EBCE 
studant body, EBCT staff and tte progr^'s governing body must 
also agree on criteria for student selection. 

In addition to . r? u:ria used to determine the target audience for 
student reerUitmeiit and selection (see Item 2, pages ^--10), (CE)2 
has used the Performance Profires for Rating Student Behavior 
(see page 24) to nteasure student self-^directatoess # which is 
considered an inportant indication of student success in EBCT. 
Using tills profile, program staff work wito high school' counselors 
to sort students applying for admission to the program into three 
groups representing c.itegories of high, moderate and low self- 
directe^ess (see next item/ 11) . 

Other factors include (a) a recommendation about each student 
from a counselor at the high school ^ with accoinpanying information 
about the student's grade point average and attendance record and 
(b) an interview between t^e student and the (CT)2 student 
coordinator p 
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PERFORMANCE PROFILE CRITERIA FOR STUDENT SELECTION 



pltBct ions to Commolorm: Iimginm thac m prospmaUve employer h.±-^ a^kod uou ta ra^e a 
prediction as to what would be the most likely ""performsncB Drofil^" nf ----- 
on^ ^jnthat his/h^r pU^^ af buslnw , On b^i^ of your prot^ssian^l' j'!i^^^nt,^'^ort 

the student MppliCAtions into three grou^ aorres ponding as ^closBh^ as Doss'iblo to Lhnse 
thrtje "performance profilmS^'* 



Above Average 

Consistently leeke 
add! tion^l 
reipona ii i 1 i ties 

Consistently projecti 
interest and 
enthusiasm about his 
work 

S^mkm fea^dck on 
performance and 
accepta supervision 
willingly 

Works affectivBly in 
a groupi is tactful 
and friendly in 
dealing with other 
people 

Frequently takei 
initiative in learning 
about new ideas or 
things 

Adjusts readily to 
new situations 



Conststentiy follows 
through on 
eonwii tmenti * 
appointments* etc. 

Work is u-sually ne^t* 
accurate and 
thoroughly done 



Average 

Accepts responsibility 
when aislgned 

Usually projects a 
degree of interest and 
enthusiasm about his 
work 

Usually receptive to 
feedback and 
lU^ rvision 

Is usually cooperative 
and friendly to those 
with whorn he works 



Uiually interested in 
new ideas or thingi 



son^what adaptable to 
new eituationi 

Generally dspen :liible-^ 
needs occasional 
ryiDinders 

Work is reasonably 
neat, accurat?^ 



Below Averagi 

Avoids reiponsibi 1 ity 



Seldom projects 
in teres t and 
enthusiasm about his 
work 

Reacts negativoly to 
fee^aek on 
performance r seems to 
refjont Bupv . is ion 

Frequently tactless or 
inconsiderate in 
dealing with other 
people 

Doesn't seem 
interested in neW 
ideas or things 

Slow to accept or 
adjust to new 
s i tuaf ions 

Kequires constant 
supervision * needs 
frequent prodding to 
carry through on tasks 

Works with minimal 
accuracy, work has 
careless # ''^ne^at* 
the=last^fflinute'' 
appearance 
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Program Entry/Exit (ItQm 11} 




Selec students for EBCT program and notify all 
appiicants 



Student selmction proaedures will differ according to the criteria 
established earlier^. (CE)^'s selBction process may , however^ serve 
as an example* 



(CE)2 STUDENT SELECTION 

(ct:)^ directs all student applications to the student Goordinator 
who uses salf^directatoass ratings, cmnulativa educational records 
and personal interviaw data to rank students in catagorias of high^ 
moderata and low self-^diractedness. High school coimselors are also 
asked to rank students in the three oategorias as a doubla check. 

To balance the student body among highly, moderately and marginally 
self-directed students for program year 1974-'75j (ffl)2 salected 
thirty percent of the new students from the highly self^-diracted 
category and tiie remaining seventy percent by ratfidom choice from 
th& other two rajiks. 



NOTIFYING APPLICANTS AND THEIR PARENTS 



All applicants to EBCE are apprised of the selection results, (CE)2 
has used letters like the following to notify applicants and their 
parents i 



LITTER OF ACCEPTANCE 

Dear fStudmnt) t 

ft Lb wpf pleasura to inform you that a place is baing held in your nanie 
in the raCT ppogram for next school year (year) We are delighted 

that you have elected to join and that we in turn will be ^le to 
provide the itaff^ equipwnt, aiaterials and sites needed to continue our 
exgitinf alternative* We will be eontactlnf you soon with a description 
of activitiei that will occur between new and next Sepcenfaer* We will 

inform (high of your selection, so no other actions on 

your part are necessary during the next few weeks < However* if you havn 
changed your mind and do not want to participate m EBCT next year^ please 
call me imediately at ( tmlm^one) ^ It I do not hear from you^ I will 
asiiate that we will have the pleasure of sharing many important activities 
and many pleasant momenta next year^ 
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LEITER OF REJECTION 

It is Rjy unpleasant task to inform you that your name was not lelected for 
direct participation in the EBCT program next year. If some of th# 
students who have been selected change their mind, riEve out of the 
comjnynity* or in sots other way are not available to fill their place, we 
will be replaoing them by .selection from those of you who were not 
Ealected in this first round* We appreciate your interest* and will keep 
your application near at hand. 



ADDING STUDENTS DURING THE PROGRAM YEAR 



When enrollmnt falls below a predetermined figure, the program 
can select new students from arong the pool of those who ware not 
selected in the original process (Item 16? page 34, treats 
transfer into the prograin in more detail) . 



NEW STUDENT OPEN HOUSE 



To welcome newly selected students into tlie program, (CE)2 holds 
an open house lata each ^teY* After a general introduction to 
EBCE by progrm staff, currant students walk new students through 
the learning plan, tte conpatencies and the use of employer/ 
commmiity sites for student learntog. Information on more formal 
orientation procedures is provided in sii>aequent items. 



RECORDING DATA ON NEW STUDENTS 



Information gathered on each student during the recruitment 
process (cumulative records, counselor ratings and interview 
sunmaries) should be SOTmarized and entered into the student's 
BICE records before the program begins • 



- ~- - - - - CROSS^REFEmNCE — 

See "Student Reaofds/' pmgeB 45-46, for rmaording informtion on 
mtudmnts mntmring the progrmm. 
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Progrmm Entry/Exit (Item 12) 



Student Orientation 



(CE) 2 schedules prslimina^ student aBsessnmnt during^ the sunimer 
months to (a) gain Information on eaah student' ^ profiaienaies in 
reading, nmthematia and conmunication and (h) identify student 
career In teres ts and preferences. '-Learning Plmn NegotlMtion/' 
Curri cul um & Instruction , pages 54^65, provides further 
inforimtian on student assessments 

The assessment proaess follows student selection and serves as a 
prelude to student orientation , although it is not an orientation 
proaess as such. 




Assign staff roles for student orientation 



Iha orientation program usually inwl^res all staff Mi*ers, To 
insure an effective and informatiive orientation program ^e 
program administrator nay delegate responsibility to a particular 
staff mentoer (possibly the student coordinator) or to a comjnittee 
for planning and overseeing the orientation process * 

Student orientation is eventually shared among all staff mentoers, 
with each individual assmtdng special responsibility for program 
alements relating to his or her role* Individual assignments can 
be made after the elemants of tha orientation program are 
determined* 
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Prepare orientation program 



OUTLINING THE CONTENT 



EBCB Student orientation should introduce students to such 
overall EBCE aoncepts as conmunity-based learning, self-direction 
and account^ility and acquaint students, through actual 
es^eriences, witti EBCE learning activities such as negotiating a 
learning plan and visiting an employer site. 

(CE) 2 has broken the content of the orientation program into t±a 
four ^opic areas described below. Orientation is planned around 
these topics and a student han<fcook is developed (see Appendix A) 
to give students their own reference to prorjram details. 

Learning Plans 

Itia important negotiation process beta/een the student and learning 
manager needs priority attention on the orientation schedule. 
Students will need time to confer individv^lly with i^eir learning 
managers ^out what their learning plans will entail. 

Other areas tiiat can bb especially confusing to new students and 
should be included in the orientation to learning plans include 
projects, journals / competencies and study skills. 



Resources 

Thm ccmdBined use ofjeaources at tiie learning center and at 
employ er/o^TOuni^y~~sites should be es^lained* Audiovisual tools 
and other resources at thm learnijrig center should be made 
available for hands-on es^erience wito equipment, files and 
refarencas, ' c 



Employed/Community Sites . , 

Because a student spends a great deal of time at employer/ 
conmunity sites, a thorough orientation to use of the community 
for learning is essential. 

Special attention should be paid to site choice, e^loration 
levels, lear- • ng levels, use of materials and aquipmant at 
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Program Entry /Exit (Item 13) 



en^loyer sittis, employer relations speaialist fuiictions and 
transportation (ineluding seheduling, parent pemission^ 
reiirtbursajnent and any special arrangements wi^/i pi^lic carriers) , 

i 

Guidance and Accountability 

ThB (CD) 2 accountability system been ^signed to help students 
meet program requireittents and eoi^lete lea^ilng activities while 
learning to accept increasing resppnaibilities for their actios, 
h thorougii ej^lanatlOT of tJie accoimttoility syatem, parti culaHy 
school year action zones ^ is necessary, This discussion shouli 
include "house riaes" and program resoiarces for guidance* \ 

• ■ ' ' ' \ 



ADDITIONAL CONSIDERATIONS 



Audience 

Ihe program atodnistrator determinea lAe audience for student 
orientation. In (CT)2*s case, both returning and new students 
attend orientation sessions. 

Scheduling 

The person or conmittee appointed to oversee student orientation 
must schedule orientation activities to begin the first day students 
arrive* Factors influencing the schedule include program time 
allotted to orientation, staff time for individual sessions and 
external constraints su^ as the scheduling of student e^lorations 
on employe r/ooiranunity sites, 

(CT)2 sd\edules four full days for student orientation , including 
student visitations to enployer/Gonununity sites on the last two 
days . 



Notification of Employer/ConiTiuni ty Sites 

If en^loyer/commiinity sites are to be used during student 
orientation (for career escploration activities) , a program staff 
mentoer should m^e advance arrangements for a fomal visitation. 
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Preparing Matirlals 

A three-ring binder allowe stiMents to cGlleat their own record 
of orientation, whidi they can later use to reorient themaelvas 
as neeeaaary* At the end of the orientation period, these binders 
should aontain a eonplete description of thm EBOi program. 
Suggested for inclusion are ttie Student Han^ook (see Appendix A) 
md any student guides printed by the program. Staff leading 
workshops should also consi^r providing written materials and 
handouts * 

Needless to say, all materials must be prepared in advance of the 
orientation program in sufficient quantity to allow each student 
and staff mamber to keep copies. 

Preparing the Facnity 

Ihe learning center should be prepared in advance for ttie 
orientation program. Videotape machines, tape recorders, overhead 
projectors and otter equipment may be needed for workshops or 
demons t rati ons • 



■ ^ - - CROSS-'REFERENCE = - 

For furthBr diBamBlon of guidance functions in studmnt rmcruitmnt 
and orientation^ bbb "Gui danam ^ ** studmn t Servi cms , Item 4, 

For oximntAtlon QOnsidmrmtlom pertaining to Individual learning 
BtrmtegleBf see the vmriouB smationB of Curriaulim S In&truation 
— for aarmer expl orations/ see pagmB 137^144* for projeatB^ see 
pages 220^232; for learning and skill building levBls, see pages 
307^312; for oompetenaies f see pages 350-^352) for Btudent jowmals, 
Mem pages 427^428^ for mmployer settdnarSf bbb page 470* 
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Program Entiy/Exit (Itmm 14) 




Conduct orientation activities 



/ 

/ 



{CE)2'S ORIENTATION WEEK 

(CE)2 student orientation aetivities for the years 1973-74 and 
1974-75 can serve as exanple4 in designing an orientation program. 
Highlights of the two orientation programs follow, T^e 1973-74 
orientation is detailed in Appendix the 1974-*75 progrin in 
Appendix Cp 



Orientation 1973-74 / 

Ihe opening session of the 1973-74 orientation program began with 
an informal game to introduce students and staff, The game was 
followed by a more foifmal presentation defining the progr^'s 
objectives, learning activities and requireTOnts, 

Students were then introduced to various aspects of their EBCE 
learning experience through a series of four workshops, 

1, hn employer/ coimunity site workshop included the 
role of the employer instructor in EBCE learning, 

2, A learning plm wor^l^p detailed tlie role of the 
student in buildinq^n individualiEed learning plan 
^d ea^lored how^^=€o formulate and work on projects, 

3, A support systems workshop covered sudi program 
elements as competencies, resource materials, 

^ guidance and evaluation. 

4, A workshop on jomnals and budgeting time gave 
students information on the acoountability system 
and how to fulfill program requirements* 



Orientation 1974-75 

Bie next year i^) 2 decided to let students escperienGe employer/ 
community sites for tJiemselves during orientation. Students 
toerefore had to be introduced to program concepts early in tiie 
week in preparation for visiting enpl^er/commimity sites during 
the last two days of orientation. Employer relations specialists 
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matched students to employer sit^s on the basis of student 
preferences expressed during the summer or during the first two 
days o£ orientation* 

The first day-and--a-half of the 1974-75 orientation schedule was 
devoted to general program information presented in a variety of 
ways I games, role playing, question/answer sesaions and hands-on 
activities* 

A series of workshops then alternated with employ er/coiranunity site 
explorations toroughout the rest of the orientation period, ttie 
workshops paralleled those described for orientation 1973-74* 

Following is an overview of the 1974--75 orientation schedule (a 
complete schedule appears in Appendix G) i 





ORIENTATION 


J 

1974*75 




Horning 




Afternoon 




Greetlngi/IhtrQduetisn 




Diitrihution of int 








H^n^ooks 


First 


Frogifam Overview 




Transi^rtatisn £/ 


j Day 






Explanation 




Group OOoperation Astivl^y 










pQi^s Uasd in the Prograni 




1 




Computer Questisnnairg 




HQuitkeeping Rulea/ 


A — 


Vforkihopa (four groups of students 








eash looked at of the 








following workshops) i 




Time Budget Activity 












Learning Flan 


Sicond 


Gs^l Sgtting Activities 






Day 


f 




Oo^etenQiss and Pesouroes 


AcQOuntabiliey iyst#m 




Exploration I^veli 




Ejcplan^tisn 




Student Journals 




Half of the studenta 




Half of the itudenta 




partioipated in femaining 


partioipated in rsinaining 




work shops 




workshops . 


Third 








Diy 


Half of the students 




Half of the itudents 




visited their first 




Visited thtir first - 




emplaysr sits 




employer alta 




Half of the atudents 




Half of thi itudentg 




partiaipated in workshop 


i > 


partioipated In workshops < 




used the eomputsr or worked 


used the ooBiputtr or worked 


Fourth 


in a study group 




in a study group 


Day 










Half of the studenti 




Half of the itudanta 




Visited their flrit 




, Visited their first 




en^loyer site , 




employer site 
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ProgrMm Entry /Exit (Item 14) 



ORIENTATION FQLLOWUP 



(CE)2 Staff have de^aad ieveral orientation followup activities 
specifically to evaluate their efforts^ in^rove future orientation 
prograM and aaaure tihat studenta have the information they need 
to be produotive learners in IBCl, tteae activities include 

1* intansi^m staf f/gtudent interaction and a staff/ 
student fee^a^ session to see that orientation 
objectives have bMn met 



2 * a staff debriefing' session to critique Uie 

affectivaneas of presentations, racord observations 
and reeoRBiendatioAa for inprovement# identic 
program elements causing students difficulty and 
suggest tentative topics for follow torough 
workshops during the progrmi year 

During all subsequent i meetings with students^ staff should 
continue to reinforce orientation objectives. 





STUDENT SERVICES 




Plan additional reorientation workshops as necessa^ 



Student orientation to EBCE continues long after thm first few 
days in the program. Students are helped to adjuat to th.a program 
^d are supported by staff aa they become acoustomed to their 
independence and to interacting maturely with adults* Students 
who have difficulty budgeting time to keep up with program 
requirements may need special reorientation sessions, whi^ may 
be conducted individually or in groups, depending on the nature 
of the problem, A student/staff retreat early in the program 
year can also serve an orientation function, familiarizing staff 
and students with one anoUier and program functions through 
informal interaction , 



— - - CROSS-REFERENCE ^ — ^ ™— 

See "GuidanaB Item 5, for more InformBtion on the student/Btaff 
re trea t , 

P^an prooedures for orienting students entering after 
program year begins 




Each new student entering the program should receive orientation 
similar to the formal session conducted at the beginning of the 
program year. At (ffi)2 an entering student is walked through 
program concepts and elements, either on an individual basis or 
with a small group of new students. 

This orientation for new students usually involves at least two 
meetings each witji a learning manager^ employer relations 
specialist and learning resource specialist* These activities 
need not be conducted entirely within the learning center, Thm 
ERS may "interview" the student by including him or her in a 
visit to an employer. Other students may ts^m the new student 
through typical days of their respective progranB. New students 
must have indicated preferences for initial employer/conmmiity 
site explorations by toe end ;Df their orientation. At that point 
the student quickly becomes i^vol^d in EBCE activities and is 
included in any further orientation , activities scheduled during 
the year. 
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Program Entry /EKit (Item 



Student Transfer 

i 




let^lish pwceduras for transfer into and out of EBCE 
program. 



Provisions for atudent transfer into and out of the program 
require mutual agreement beta^een EBCE and cooperating school 
distriots regarding transfer prqcedi^ea, The program must also 
provide the IBCE equivalent of a transeript for students desiring 
to leave Uie program* 

/ EXAMPLES FROM (CE)2 

Transferring Into the Program 

<CE)2 has operated with mn established enrollment figure each 
year and student transfers have been acGepted into the program to 
fill /Openings within that nisttoer* The program's student 
recruitment process usually nets more students than can initially 
be aaoepted into the program, leairf.ng a pool of students who have 
applied to the program and are considered first for transfer if 
openings occur. Additional student applications for transfer at 
also received mil reviewed at the recommendation of high school 
staff, . 

Transfer students are selected immediately to fill vacancies that 
occur dicing the first few weeks of the school year. After toe 
second week of October^ staff may wait to fill vaeancies until the 
first four weeks of the second semester^ altiiough students may be 
accepted into the program at any time during the year, with a 
corresponding adjustment of learning es^ectatione, 

Bia process of selecting and approving students for transfer 
involves conferences baleen >Jie (CEJj student coordinator and 
high school counselors and the same open exdiange of student 
re cor da as dwing initial student selection. 

Transferring out of the Program 

Bie working agreement between Tigard School District and (CE) 2 
states that the school district "agrees to offer re-entry to the 
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\ ■ ^ ■ ' ■ . 

% 

high ^hool system for tiiosa students requeiting to return from 
toe (A) 2 program," A student's departure from toe program is 
not cOTsiderad an automatic admission ticket back to the high 
school, however, without a conference between the student, the 
student* a parents, a Tigard High Schoox de^m and toe im) 2 
progrM administrator and/or student coordinator* Thm pu^ose of 
tois conference is to determine the student's future plans^ toe 
learning envirqnMnt most appropriate to toose plans and a 
program to matto the student's interests and goals, 

(01)2 students have until toe second week of October to determne 
if they w^t to return full-time to the high school* After toat 
deadline, toey must wait until toe start of toe second seres tar 
to request re-entry to the high school. 

(CI) 2 staff complete a ReGord of Student Performance for any 
Btudent desiring to leave toe progrM\, recording work Gompleted 
to the date of transfer. Ihis credential is then submtted to 
the receiving institutiOT. ta accompanying note , or telept^ne 
call invites counselors or ^ans to contact the (05)2 program 
administrator or student coordinator with any questions regarding 
the credential. 

^e student coordinator, in consultation wito toe student's 
learning manager and en^loyer relations specialist, works out any 
credit or grade translations that may be reg\d.red by the receiving 
institutiQn. Such translations are made directly with toe 
receiving institution on an individual stu^nt basis. 

ff a student over toe age of 16 wishes to leave (GE)2 and not 
return to hi^ stoool, toe progrmi asks toe student's parents to 
write a letter indicating alternative educational plans (entering^ 
a high school conpletion program or applying for a OED certificate, 
for exan^le). Thmt letter is forwarded to toe student's high 
school aJid entered into toe student's permanent records. 

All students leaving toe program for whatever purpose are given a 
copy oif toeir final Record of Student Performance, ^is credential 
certifies toair accOTtplishTOnts in toe progrM for any educational, 
en^loyment or military pu^oses. Thm original Record of Student 
Performance is retained at toe progrgLm learning center, Bnd a 
copy is s^nd^tted to^ the high school for addition to toe student's 
permanent records. 



~ ~ " ■ CROSS-REFERENCE - - - - _ 

See "Student RecordB pmges 63-66 and, Appendix D, for further 
Inforimtion on the Rmcord of Studmnt Pmrformancm. 




Program En try /Ex it (Xtem 18} 



Program Completion & Graduation 




Establish proGadures for.progamm completion and graduation 



^ EBCE prograM must detemine proceduraa for' issuing diplomas and 
parhaps also for iss^ng certifiGatas of program\conplation, 
Svadh procadures should provide for flarcible progr^ coirpletion, 
liaison with the high SGhool Goncaming diplomas GommanGemant 
activitiaa and giving diplorms to students who choose not to take 
part in Gommtncemant* Programs may also wish to honor students 
Gonplating tha program witti a staff/studant/parant gat-together. 



(CE)^ COMPLETION PROCEDURL. 



(CT)2 students receive regular diplomas from Tigard High School i 
the diplomas are not distinguishad in any way from toose 
received by students graduating from the regular school program. 
Ihis was made possible by gaining bott district and state 
dapartmant of education approval off toe program as mi equal but 
alternative offering for Tigard juniors seniors. Ihe program 
provides the high schdol with a list of graduates ^ which also 
gives tJie official version of student names for diplomas* 

When a student conflates stated program requireTOnts^ a Record of 
Student Performance is conpleted and signed by the program 
admnistrator, The original performance record is retained at 
the learning canter ^ ^d a copy baoomes part of the student's 
permanent records at the high school. A copy is also given to 
the student. 

Students can choose to partiGipate in high SGhool commencement 
activities and receive their diplomas at that time or receive 
them infoCTially from the program administrator. 

Flexible Program Completion 

students who complete program requiremants early may petition the 
staff for early release. 
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A student desiring early re J nn^ submits a wrii luu requewt to the 
staff e^laining why he or sno .wishes to le^ve the prograin larly 
ais request is circi^lated amDng tiie staff, and each staff meittoer 
indicates whether the student. has fulfilled the necessary 
requirements for program completion. 

Staff meirbers discuss early release with student to determine 
if he or she has definite post-graduation plans and is ready to 
initiate them. If the student does not knoW^ "what happens n^xt," 
staff and student talk ^out program alternatives to early re lease 
' skill building or special placement on particui ^ sites .l. 
advanced or additional learning) or placement foj jay. 

Students coffpleting tiie program early are on thair Record of 
Student Performance but do >^^'t reeei^- dip unt -^^nd of 

tlie year, ^ey may choo ^ , no throusjh Cuuuayucemarit at the end 
of the year, rfe::eive theii diplomas by mail or pick them up in 
person from the program administrator. 

Because (CE) 2 staff work on 12-month contracts, there is some 
fleKibility for students who are falling behind in completing 
requiraments. Students in this situation may negotiate with 
staff to work for a specified period of time during tiie simmer to 
complete requirements. However, other MCE programs may not have 
this leeway. 

tte program ateinistrator holds the diploma of any senior not 
yet certified for graduation until botti a learning manager and 
eni^loyer relaticxis apeaialist Indicate that the student has 
conpleted the requirad work. 

Graduation 

The student coor^nator maintains contact with high s^ool 
coimselors regarding conrnsencement activities and lets comis^lors 
know whidi students will hm participating in conttnencement. 
\ Counselors keep the progrM inforaiad about all graduation 
activities — caps and gowns ^ rrtearsala and so forth^^so that 
graduating (CT)2 students have the m^mm information as Tigard 
High School seniors . 

f" 

Special Activities to Honor\ Graduates 

(CT)2 has made a practice of holding an informl staff/student/ 
parent gathering to honor graduates. Originally^ the program 
presented students with standard . award certificates for cOTipleting 
the program (in addition to the. reTgular high school diploma). 
Graduates now receiw tiieir Record of Student Perfomance as the 
equivalent of a program certificate. 
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STUDENT RECORDS 

{ 



EBCT Student racords are designed to GOllect, record, 
interpret and report information in student progress through 
the program* SucA reeords provide data for diagnosing 
student Militias and needs ^prescribing action to meet 
diagnosed needs and docuinenting and raporting student 
esqperiences . 

EBCE a tudent_ credajitials are the equivalent of a transcript, 
cartifying a student's learning a^eriences in the program 
and sunmiarizing and inta^reting those es^ariences in a 
format suitable for both employers and educational . 
institutions. 



WHAT STUDENT RECORDS SHOULD DO 

1. provide precise, accurate and current infomation on 
individual student performance and learning growtli 

2. provide information necessa^ to certify program completion 

3* eni±>le the program to report student adiievement to various 
audiences , including parents and educational institutions 

4* give students a^ record of tiielr EBCE es^riences that 

a* permits transfer to another high school, if desired 

b* meets state standards for high school graduation 

provides basic credentials for postsecondAry 
institutions 

d, certifies student ea^eriences and accompli shunts for 
prospective amployers 

■; 

ASSUMPTIONS ABOUT STUutNT RECORDS 

Individualized program depend on well-planned, sinplified racords 
that continually reflect where studants are and what they are 
doing. 




SWDENT smVICES 



Providing student credentials is an integral and concluding part of 
the program's recorcflceeping Bystami student recorcas should be 
designed to record the data needed for su<^ credentials* 

An alternative edupational prograin requires an alternati\^ 
oredentialing system, rather than straining traditional metoods to 
s^et new progrw nteds. 

Student should have access to their own records of program progress 
and pjfogram completion and should be ^le to use t^ese records to 
Met whatever needs ttey have when they leave toe program, 

Ihm final student credential should have equal utility for 
application for enploynient or for postseconda^ education or 
training* 

THE PEOPLE INVOLVED 

IBCT program staff generally collect and share student information 
related to their areas of responsibility i 

Thm learning manager (LM) collects information on student 
learning activities. 

The enployer relations specialist (ERS) collects 
employe r/confTOimity site information* 

The learning resource specialist (LRS) collects data on 
student work in the competencies and with prograiraned 
instructional materials in Basic Skills* 

Bie student coordinator (SO supervises the collection of 
affective behavior records and assessntent information and 
is responsible for toe overall correctness of student 
credentials* y 

Bie learning aide and clerical assistant record 
information and use studant records to domplete student 
credentials . 
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Steps to ^llow 



PLANNING T u SYSTEM 

{ 1 I Determina program needs for student information 
I 2 I Determine audience needs for student information 
Identify sources of student information 



Design system for recording and storing student 
infomation to meet prograiin and audience needs 

Assign staff and participant responsibilities for 
collecting and recording student information 

Agree on system for final student performance 
raeord 

Af prove format for final studen*; performance 
record 

Est^lish policy regarding confidentiality of 
student records 



page 
45 
47 
50 

53 

59 



65 



67 



USING THE SYSTEM 

Keep administrative records on each student 
Record student transportation arrangements 



10 



111 Record student attendance 

Maintain master indi^dual student records of 
learning experiences 

Use additional procedures as necessary to n^nitor 
and record student progress and behavior 

Keep individual staff records to support student 
learning actimties 

15 j Report student informtion to identified' audiences 
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69 
77 
88 

95 

114 

120 
132 



Ok) 
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student Rb cords (Item 1) 




Planning the System 



Determine progrM n^ads for student information 



TO tailor learning to individaal students and to monitor student 
progress throi^h the program, information in E£m student records 
must be specific, current and comprehensive. Ihe program's 
individualized nature makes it imperative -^.at all student learning 
activities be nttnitored and recorded. Only by keeping track of 
what a student has done and is doing can staff help tailor a learning 
plan suited to that studsnt, evaluate progrciss and repnrt results. 
WBm records must also satisfy society's need for edu .,tional 
accountability in programe i^ing learning techniques that take the 
student out of the traditicnal controlled environment of the 
classroom. 

Accurate EBCE recorcSceeping must describe key steps in t±Le process 
of student learning, as wall as recor^ng evaluative measures of 
performance or a^ievement. Target dates # typts of contact with 
resources, time spent in specific learning environments rmd ' rief 
student and adult rationales for individual activities shou.. all 
be identified in EBC31 records. 



THE TYPES OF INFORMATION NEEDED 



Basic Student Information 

Certain student infonnation is essential to have on file: student 
nainOf iddress^ telephone nmrber, an emergency contact aiid such vital 
statistics as of birth, age, birtiiplace and so forth* It is 

also helpful to maintain names and current addresses |of program 
graduates to follow up with toem on postgraduation plans and 
activities and gain tiieir later perspectives on program experiences. 

Status of Entering Stude^^ts * 

For each student, the program should file results of all diagnostic 
instrtiments and other measures used to determine tte student's 
skill levels and career aspirations. In addition, the progr^ 
should have on file each student's f'-imulativa educational record. 
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' necessitates an arrangement with the student's previous schools 
to secure transcripts an-.> other cumuLative data. 



Student Learning Progress and Program Completion 

A conplete recDrd of student learning activities is essential to 
report scudent progress periodically and to certify student 
comple.'ion of program requirements^ ThB records should be geared 
to the prograra's requirenients to provide tibe data that will be 
needed to certify program completion. 

(CE) 2' s program completion requirements are as follows: 

1* All students must oomplete ten projects per program 
year^ two in eadi Life Skills area (each project 
includes Basic Skills activities) . " 

2. Ea&i student m^t complete all thirteen competencies. 

3, Students must complete a minimis of five career eKplorations 
par program year and demonstrate adequate use of employer/ 
commimity site resources and opport.vmities ^ as judged 

by employer instructors and program staff. 

Fequirements may be waived or modified in individual cases on the 
written recorra^ndation of a staff mentoar and approval by the program 
admin Is trator . 



Providing a Final Student Performance Record 

All EBCE programs need a credentialing process^-a procedure for 
presenting and inter|ireting ea^ student's personalized laarning 
program to ot^er institutions. ThiB process must document a variety 
of student exparienqes in a way that is of equal value to high 
school admssions counselors^ personnel directors, college 
admissions officars and the students tiiemselves , 

The final student performance record'^^tiie credential toat acconpanies 
any student leaving the progrra-- ogives formal evidence that the 
program has mat the requirements of its etate department of education 
and local adiool district and the needs of students and the 
conmimity. It also displays the extent to whidi each student has 
made use of tte program's services* 



■ CROSS'-REFERENCE' 



Program completion rmguirements receive additional k^planBtion in 
"Learning Plan N&gotiatloni^' Curriculum & Instruation f pages 52-53. 
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Determine audience needs for st 'ient information 



INTERNAL AUDIENCES 



staff of an EBCE program need assentially two types of information 
to Tiegotiate student learning plans and provide guidance: 

1. student characteristics (bacdcgro' ;d, interests, 
needs ^ learning styles / abilitieb, aptitudes) 

2. student progress (prior achieverentf learning 
objectives, learning experiences, progress in meeting 
leaxning objectives, accomplishments in the IBCE 
program) 

Studentj, should be giwn a clear statement of program requirements 
to know what is espected of them* ^ey should be informed of the 
results and inplications of all diagnostic testing and kept aware 
of their progress toward meeting program completion requirements* 
Ihey should be apprised of any problems staff have noted. They 
should also receive their own final record of performance and be 
able to use that credential for any post^progr^ purposes* 

Parents want to know hw their sons and daughters are progressing 
in the program. They have the legal right to inspect any records 
concerning their children (see Item 8, pages 67-68) and should 
receive regular reports of their child's progress, Ihey should also 
be given a siamnary of student performance when their studeiits leave 
EBCl. 

Employers participating in EBCT deserve special consideration in the 
reporting of student progress , Ihey are tiie backbone of the EBCE 
curriculumi to do a good job, they need constant updating on thm 
program and its students* 



EDUCATIONAL INSTITUTIONS 



^operating sch o ol districts may have specific reporting 
requirements » For example, (CI) 2 is required by contractual 
agreement to report student attendance figures to Tigard High School, 
If the cooperating school district grants diplomas to fflCl graduates, 
tJie district will need informtion that certifies program completion. 
In addition, the district mi^t know the nuniDer and names of 
graduates to plan cQTOnencement activities. 



Do 
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Secondary schools receiving students transferring from EBCE must 
have information conpar^le to that on a transcript^ describing 
student learning activities and performance and reconsnending 
translation of student activities into regular program equivalencies , 
inclu»*ing units of credit, if specifiGally requested. The 
credential should help counselors place transfer students in the 
regular school program. 

State education departments may have specific reporting requirements, 
particularly concerning attendance and curriculum. 

Postsecondary institutions (colleges, universities, community 
colleges and trade schools) need information that will help them 
evaluate t±ie EBCE graduate in tems of admttance criteria. 
Registrars usually base admission on three factors i entrance 
examination scores, grade point average and letters of 
reconmendation, EBCT-s alternative credential should provide the 
equivalent of ^^is inforaation, while remaining true to program 
purposes and es^laining program miiquenesses . 

V?hile some postsecondary institutions actoit students simply on tiie 
basis of a hi^ school diploma* a program credential helps in 
placing students wittin specific r .objects or programs* Staff of 
such institutions may need assistance from EBCE staff in inte^reting 
student activities, but the credential should provide easy access 
to (a) records of what the student has accomplished and experienced 
in the program, (b) staff recon™ndations concerning the applicant's 
potential success in e postsecondary educational program, (c) records 
of prior school experiences (high school transcripts) and (d) test 
scores on any college entrance examinations the student wishes 
reportad. 



ADDITIONAL AUDIENCES 



Prospective employee s of SBCTl students need records that detail 
exactly what tiie student has learned and es^erienced in the program 
that is applic^le to occupational needs* 

Students entering mj^litary service need evidence of tiie schooling 
they have conpleted. ^is can be a copy of their high school 
diploma, a transcript showing date of program campletion, GED 
certificate, e^^lanatoiy letter from institutions granting 
certificates of completion or, in ttie case of nongraduatea , a 
transcript or altemativa performance record, 

While the co!nmimity-"at-large has no specific information requirements 
regarding student performance in tiie program, EBCE depends on the 
community for student learning experiences, and programs should 
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Student Recordi (Item 2) 



provide ganeral information about student progress in the program 
help maintain pi^lic support. 



CROSS-EEFFmNCES - 



Item 15, pagms 132^135^ contains suggestions for meating audience 
needs for student ir fommtiQn^. 

"Progzam Entry/Exit" discusses information-sharing bemeGn 
inBtitutions when students trmsfer into or out of the program, 
pages 35^36, and proaedures for certifying EBCE students for high 
school graduation, pages J7-ja. 

The needs of variom audiences for general program information are 
discussed in "Communis Relations Management s Organization , 
pages 172-192 , " 
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Identify sources of student information 



EBCE Btud^nt records will draw pritmrily from the following sources 
of inforimtion to providB data tliMt meet both program and audience 
needs. The descriptions below are very brief and serve as an 
introduction I term 4 and Sf which detail the actual recording 
devices and pr ocedures used by (CE) 2- ^ 

Student Applications 

student's application to EBCT yields data such as name/ address / 
talephone number and an emergency contact and such statistics as 
data of birth, aga^ birttiplace, grade level and so fortii. In 
addition, tile application devised for (ffijj includes a questionnaire 
to elicit persortal and educational badcgroimd, goal and interest 
inforrnation from the student (see Item 9, page 71, for sanple) - 
The application thus becomes a first step for EBCT staff in getting 
to kno^ the student as an individual ? as well" as a record of 
information essential for administrative purposes. 



Transcripts 

rranscripts from previotm sdiools also yield information on the 
student's educational ta^ground and interests. Such information 
is invaluable in negotiating learning plans with the student* The 
Tigard School District permits CCE)2 to review ciimulative records 
of students applying and selected for the program. The original 
and legal copies of t^e official student transcript are retained by 
the school district and copies made availajble to (CE)2* 



Assessment 

tesults of diagnostic instriMents and other measures help determine 
student skill levels and career aspirations. EBCE assassment sources 
include 

1, diagnostic tests for identifying Basic Skills abilities 
and Career Davelopment interests 

2- staff interviews with and observations of students 

to identify essential learner characteristics such as 
favorite sii^jects/ preferred stucty environTOnts and so 
forth 
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student Services (Item 3) 



3. continvious evaluation of stucSent performance in 
various learning strategies 

Student Learning 

students amiave tiieir individual goals in Life Skills, Basic Skills 
and Career Development ttrough a variety of activities, Ifiese 
inGlude career esrplorations , learning levels, skill building levels, 
projects, competencies, journals and enployer seminars, Hie 
students' progress in these activities must be measured and recorded 
(s6e Item 4, pages 55-58, for details on {CB)2 records)* 

Personal Interactions 

Informal and forml interactions arong students and staff mentoers or 
other adults will yield information on Btudent needs and abilities, 
as well as attitudes Md affective growth. Conferences between 
individual students and staff members, for example / cm yield data 
that help staff and students work out solutions to problems students 
may be ha^ng in meeting target dates , coHpleting activities or 
meeting other program requiraments , Results of staff/student 
interactions often enter the records tiirougSi zone progress reetings 
a^^d lone debriefings held regularly during the school year* 

Results Of interacti^s between students and other adults may 
derive from site maintenance visits or other staff/community adult 
eKC^anges. Maintenance visits to learning sites by the en^loyer 
relations specialist allow the ERS to ^eck with enployer instructors 
regarding student progress and behavior. Thm mm tiien records that 
information and brings it to ^one progress and zone debriefing 
meetings. 



— — — — - CROSS-REFBMNCES ^ 

Item 4, pages 53^58^ gives an overview of the totml system of 
student rmaords devised by (CE) g to tap mpecific sources of student 
information. Staff and participant responsibilities for recording 
data are desaribed in Item 5, pages 59^62, and the individual 
reaordkeeping form that comprise the (CE) g system are described 
and displayed in Items 9-14, pages 69-^131, The (CE) 2 credential 
is described and displayed in Appendix p. 

Item 15/ pages 1J2-2J5, details how (CE) 2 reports student informtion 
to variouB audiences. 



STUDENT SERVICES 



Zone progress meetings And mone debrief ings are treated in detail 
in "Guidance/' Item 7. 

See "Earning Plan Negotiation/' Curriculum s Instruction , 
pagem 54-C5, for further treatment of student assessment and 
diagnostic pracedureB , 

learning site maintenance visits rmceive attention in "Site 
Utilization Employer /Community Resources , pages 119=123, 
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student Records (Item 4) 




Design system for recording and storing student information 
to meet progrM and audience needs 



Programs must devise a system for recording all pertinent data from 
the various sources of student information summrized in the 
preceding item/ naking that data accessible to meet program and 
audience nee^ . 



LEARNING ACTIVITY DATA TO BE RECORDED 

For each EBCT learning strateOT^, specific information regarding the 
nature / amount and quality of student work must be recorded as 
follows to help staff know what students have done and are doing: 

Career explorations > Sites* starting and couple tion dates 
and niflrtoers oonpleted should be logged* Completed 
Es^loration Padcages should be kept on file as sources of 
site descriptions, Basic Skills growth and Career 
Development informtion and as records of student 
accomplishment * 

LeaCTing _and skill ^ui Iding leye^s^ ^ Sites , employer 
instructors, starting and conpletion dates and skills 
gained at each site should be recorded. Student and 
employer evaluation forms and comments should also be 
filed. 

Projects , Infomation recorded should include titles, 
Life Skills areas, starting a!nd completion dates and 
nunisers conpleted. Projects, project evaluations and 
optional critical thinking wrap^\jp activities should 
also be recorded and filed when completed* Use of 
programmed materials, work with tutors, attendance at 
classes, participation in group activities, special 
placement work or indepth work wiUi employer instructors 
should also be logged as part of project records, 

COTtpe te n cies * infoCTvation logged should consist of 
competencies, certifiers and target and conpletion dates* 

Journals * S^mission of journals to staff correspondents 
should be logged, 

Inployer seminars « Attendance and seminar titles should be 
recorded* 



STUDENT SERVICES 



HOW MU^ DO YOU FILE? 



In an individualizad perfomance^based program^ you can e^ect a 
lot of both foodal and infomal evaluative information to accumulate 
for each student. Formally, employer instructors and community 
resource people are asked to write their comntents on the performanca 
of the students with whom they work in various learning activities. 
InfoCTnally# frequent contacts among staff and community people 
generate a wealth of personal observations about individual students. 

It is impcrtant, when setting up your records system, to decide in 
advance how much data you wish to accumulate for ea^ student. The 
record system described here reflects CCT)2*s choice to strike a 
balance beWeen easily recorded factual data (that is , how many 
activities were completed satisfactorily or unsatisfactorily) and 
less tangible judgMntal data ^out the quality of individual 
performance (for example, an activity was satisfactory, but the 
student's performance showed certain characteristics that need 
attention) . 

(C^) 2 makes use of carbon forms, a Dhotocopy machine Md clerical 
assistance to help staff keep records evaluative comRients* 
Bie program's record system provides for filing individual coTOiients 
made on ea^ student product throughout the year. Staff also 
sunmiari^e their ovm informal notes into record data and review 
their coimnenta on student products (E^^lorktion Padcages, projects , 
joumals) for regular reporting pu^oses* In addition, staff m^e 
final cimulative remarks on iiie Record of Student Performance when 
students leave the program* 

Individual staff keep informl notes according to personal preference 
Just as some taadiers prefer to keep papers written by students for 
an entire term so they can review indepth both student progress and 
their comments on toat progress, so some EBCT staff will 'ceep 
copies of evaluative statements and student products. Similarly, 
others are as comfortable wi^ taking brief notes on student progress 
and relying less on emulative files of student work* 
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(CE)2*S SYSTEM FOR STUDENT RECORDS 

(CE) 2 devised the following recordk&eping system to meet its naeds. 
The totml system is sunmmrized here so you amn see it mil in one 
place. Separate categDries are then spread out through Items 9-^14 
ahd repeated to introduae descriptions of the individual forms 
thenmelves . Cross-references here indicate p&ges on which each 
form is explained and displayed , 

Administrative Records 

An adsdnistrative file for each student is storad in a locked filing 
cabinet in the student coordinator's office. Eadi student's file 
contains the following t ... 

1. a copy of the transcripts for eve^ high sdiool 
the student has attended 

'2. Student Application (pages 71-75) 

3i assessment results 

4. attendance report?i (pages 88-94) 

5* the progran's copy of the final Record of Student 
Perfonnance (^pendix D) 

Transportation Records 

{CE)2 uses the following records to facilitate its transportation 
arrangements * which include pro^n^sion of a program van to transport 
students to and from learning sites in toe community: 

1. Student Transportaticffi Agreement (pages 78 ^T&) 

2. Student Transportation Options (pages 80^81) 

3. Transportation Request (pages 82'-83 ) 

4. Student Transportation Route (pages 84-85 ) 

5* Transportation Reintursement Request (pages 86^87 ) 

llie Student Transportation Agreement becomes part of each student's 
atoinistrative file, tte Student Transportation Options sheet is 
filed so that the van driver can refer to it. Transportation 
Requests and Student Transportation Route forne are used by toe van 
driver to plan daily transportation sdieduleB and are discarded 
when no longer needed. Transportation Reirtbursenient Requests 
become part of toe program's expenditure records. 
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Attendance Records 

Attendance forir^ include the following i 

1* Sign In/Out Sheet (pages 88-89) 

2- Weekly Titm Report (pages 90-Sl) 

3. Student and Employer Instructor Contract and 
Imployar Instructor Report (pages 92*-94 ) 

Ihe first two forms receive frequent use and are kept accessible 
to students and staff on the clerical assistant's desk near a door 
to the learning center. The Student and Eiiployer Instructor Contrac 
verifies the learning sites that students are visiting and the 
schedules they are keeping in the coirmunity; the Ei^loyer Instructor 
Haport coinas into thm learning center at tiie conclusion of eadi sita 
e^€^rience and is used by staff to verify student attendance at 
leaming sites for recor^ng and mileage reintoursement purposes. 
Both forms are then filed in £. card file indexed by omployer. 

Experience Records 

^ster Record Book 

fta Master Record Book is stored in a shelf by the learning aide's 
desk, Thm book is divided by index t^a into a section for earfi 
student # and eadi section contains the following^ 

1, Life Skills Project tocord (pages 96-^97) 

2* Student Profile for each year (pages 98^99) 

3, Competencies Record (pages 100-101) 

4. Student Es^erience Records for each student's 
s^ool year action zones (pages 102-104) 

I n di vi dual 8 1 uden t Book^ 

Itiree-"ring binders for each student are shelved by tJie learning 
aide's desk and contain the follpwing index-t^bed sections! 

1* Basic Skills section with toe results of all Basic 
Skills learning materials the student has used 
(Individualized Learning for Adults (ILA) programnted 
learning materials, for eKample) # notations when Basic 
Skills materials have been aubatituted for projects , 
tutor reports, grades from classes taken elsewhere 
and so fortii 
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2. sections for fijifij complated project fo:^ by eadi 
of the fi^ Lif^ ?kiUs areas— critical thinking, 
functional citis^^n^hip/ personal/social deTOlopment, 
creative dewl?pnm:-t <tn^ sci^ince—as well as the 
critical thi^ing f^rar-up activities done for each 
project 

3. final section for Career Development, containing 

a. Learning Site Utilization forms fer oach site 

the student visits for a learning level or skill 
building placement (pages 106-10 7) 



b. Skill Developn^nt Record (pages 106-109) 

all Student Evaluation of Learning Site fo 
(pages 110-111} 



d. all Student Performance Reviews (pages 112-^113) 

The Career Development section also lists career areas th: student 
has chosen to examine and results from the student's career interest 
tests. Ihese include materials from the Self-Directed Search (SDS) 
and Career information System (CIS) * 



Student Progress and Bihavloral Records 

A Student Status Board (bulletin board in the conference area of 
the learning center; see pages 114-115) consists of the fQllcwing 
cards for each student: 

1. name card 

2, a copy of the Student and En^loyer Instructor 
Contract 



3. projects card 



4. coi^etencies card 



Ohe following records are used 
learning progress and personal 

1. tone Debriefing forms 

2. Accounted ility WriteH 



to record staff observations of 
growth and to report to parents t 

(pages 116-117) 

fps (pages 118-119) 



/ 
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Staff Records 

Individual staff mentoers keep certain forms and other record-^, ^ 
learning manager keeps ^e following records i ^ 

1, Learning S^le Self-Assessment cheGk^off shaets 
(pages 121-123) 

2, Project Evaluations (pages 124-126) 

3, lists of projects* in progress 

Ihe employer relations specialist keeps a notebook that includes 
the fQllowingi 

1, Student Information Card (pages 127-129) 

2, Maintenance Visit Record (pag#s ISO-'lSl) 

Student Products 

student journals are considered the personal dociiments of toi 
students in order to preserve confidentiality of tte entries ^ but 
staff keep their own informal notes on eacdi student's use of the 
journal and development of cominuni cation skills. 

Completed projects are filed for the year and tten returned to 
students. 

Separate files of the students* completed E^loration Packages are 
maintained during the year- ^ese may be returned to students at 
the end of Uie year or retained by iCE) 2 if toe students do not 
want them badci they do provide site descriptions that can help 
other students and staff plan future learning activities. 

NOTEr whether to return aompleted Exploration Paakages and 
projects to students or retain them will be a matter of staff 
preference in each EBCE program. 




— CROSS-REFERENCES ^ — — • 

The Curriculum a Instruction handbook aoverm in^detail each of the 
student products and EBCE learning strategies that provide data to 
be reaordmd. See eBpeaially '"Student Journals/' ^Projects, J' and 
"CarBer Explorations." Project foritm arm displayed on pag^s 
200-204 of "Projects." 



Studmnt Rmmrds (Itmrn 5) 



Assign staff and partioipant responsibilities for 
collecting and recording student info rmation 



Responsibilities for collecting and recording information are shared 
among EBd staff according to their roles. At {CE)2^ for example, 
learning nanaqers ^ responsible for negotiating indi'^dual student 
learning plans, collect information on student learning activities* 
Employer relations specialists , working with students and employers 
during student onsite learning, collect employe r/coinmunity site 
informtion and keep track of student progress during site activities. 
Information on student work in ttie competencies is collected by the 
learning resoiirce specialist s and the student coordinator collects 
Basic Skills assessMnt data and information on student behavior* 
Bie learning aide and clerical assistant helps staff record 
information on student attendance and progress in all activities, 

\ 

\ ■ - 

Ihese general areas of responsibility are detailed below by staff 

member. 



LEARNING MANAGER 



1. collects student self --assessment data from the Learning Style 
Self^Assessment sheet / 

2. summarizes student self-assessment data for Studfent Profiles 

3. contributes information to Zone Debriefing forms on each 
student 

4. fills out Accountability Write-ups when neceasary 
5* fills out and maintains file of Project Evaluations 
6. maintains lists of ongoing student projects i 



EMPLOYER RELATIONS SPECIALIST 



1* collects and summarizes career assessment data for Student 
Profiles 

2. completes first ^eet of Student' and Employer Instructor 
Contract for posting on the Student Status Board 

3, collects information for Learning Site Utilization forms 
4* keeps rtcords of site maintenance visits 

f'j ■ • . 
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5, colleGts Skill Development Records from students and gives to 
learning aide for filing 

6, colleGts Student Evaluation of Learning Site forms from students 
and gives to learning aide for filing 

7, collects Student Performance Reviews from employer instructors 
and gives to learning aide for filing 

8, contributes information to Zone Debriefing fom^ on each 
student 

9, fills out Account^ility Write-ups when necessa^ 

10, keeps record of student onsite work on Student Infonnation Cards 



LEARNING RESOURCE SPECIALIST 



1, maintains ongoing record of student work on tiie competencies 
and provides conpetency completion information for the 
Competencies Records in the Master Record Book j 

2. collects and updates competency information on tiia Student 
Status Board 

3* contributes information to Zone Debriefing form on each 
student 

4. fills out Accountability Write-^Ups whan necessary 

5. supports and maintains records of student xmm of Basic Skills 
progrjimmed materials 



STUDENT COORDINATOR 



1* collects and files student transcripts, applications and Student 
Transportation Agreements in students' administrative files 

2p collects and s^ranarizes^ Basic Skills assessment data for Student 
Profiles 

3, ^ecks Sign In/Out Sheets daily to verify student attendance 

4, contributes information to Zone Debriefing foms and eonpiles 
data from zone progress and zone debriefing meetings 

5, maintains file of completed Zone Debriefing forms 

6, fills out. Accountability Write-ups when nacessa^ 

7, maintains file of all Accountability Write-ups 





CLERICAL STAFF 



Learning Aide 

1* generally supports laarning manager and record student 
laaming activities in Master Record Book and Individual 
Student Books 

2, transcribes learning oenter attendance from Sign in/Out Sheets 
to Student E^erience Records in Master Itecord Book 

3, collects and records all but sit^ information on Student 
Ea^erience Records in toster Record Book 

4, collects and recorcte infomation on Life Skills Project Records 
in Master Record Book 

_ . / 

5, records InformatiOT on Student Profiles in Master Record Book^_^ 

6* records infoKnation on Cor^etencies Records in^-44a^€gf Record 
Book 

7, enters Project Ivaluation conunents on project forms in 
Individual Student Books 

8, records information on Learning Site Utilization forms in 
Individual Student Books 

9, completes Skill Development Records and files them in Individual 
Student Books 

10* files Student Evaluation of Learning Site forms in Individual 
Student Books 

11, files Student Perforinance Reviews in Individual Student Books 

12. helps to maintain the Student StatM Board, including collecting 
information for the projects card 

13- records results of zone prpgresi and debriefing meetings on 
Zone Debriefing forms for student coordinator 

Clerical Assistant 

1. generally supports toe employer relations specialist, recording 
site information in toe Master Record Book and helping to 
maintain records^ including Student Information Cards and 

a file of completed Ss^loration Packages 

2, maintains Sign In/Out Sheets for daily student ubb 

3, receives Transportation Requests from students and relays them 
to van driver 

4. processes Transportation Reir^ursement Requests 

5* collects enployer/community site attendance from Weekly Time 
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Reports and Employer Instructor Reports and records data on 
Student Es^erience Records in Master Record Book 

collects and posts Student and Inployer Instruator Contracti 
on Student Statui Board 

7, maintains file of Student and Enployer Instructor Contracts 
mid Enployer Instructor Reports 

*. 

COMMUNITY PARTICIPANT RESPONSIBILITIES 



Eniployer instructors participating in the (CE)2 program fill out 
Student and Employer Instructor Contracts with student helpi at 
the end of students* site es^eriences^ the Els fill out and mail 
Employer Instructor Report post cards to the learning center. 
Employer instructors also verify Weekly Time Reports, fill out 
Skill Development Sheets with the students, conplete Student 
Performance Reviews and verify^ comment on and sign conpleted 
Exploration Packages and certain project activities. 

Competency certifiers sign and date tiie Competency tecord in ea^ 
student's competency workbook to verify conpletion of specified 
activities . 



CROSS-REFERENCES 

Items 9-^14 / p&geB 69-131, contain m^^mples of eaah form in the (CE) 2 
rmcordkB&ping system^ Stmff reBpon&ibllitleB are repeated In these 
items as necessary to describe the procedures for filling out each 
form . 

The entire praaedure for filling out the (CE) 2 Record of Student 
Ferfornmnae (program credential) , inaluding individual staff 
responsibilities f is described in Appendix D* 

Details on staff responsibilities for reporting student Informtion 
are contained in Item 15, pagms 152-1 J5* 

/ 
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student Rmaords (Item 6) 



Agree on system for final student performance record 



An EBCE credential should certify the specified outcomes that 
students have accomplished and the learning es^eriences tliat have 
occurred. It should provide iome guidelineg for detarmining how 
acti^ties^ ea^eriences and performMces can fit from one system 
to another # including reconTCndations for equivalent units of 
credit and grade equivaiencies when these are required by other 
institutions, 

I ' I 

Ihe credentialing system must be consistent with EBCT program 
goals and, at toe Bame time, intelligible and satisfactory to 
other institutions. P^ile some institutions have been reluctant 
in the past to accept credentiali differing from the standard 
transcript format^ this attitude is dianging. For eKample, many 
foward^looking college admssions officers are recognizing tiie 
value of narrative perfomance records and i±im detailed student 
protile they offer. This change is inevitable in view of the 
variety of alternatives becoming available to students and the 
need to keep students' options open, without foreclosing 
opportwiities for hitler education. 

^e EBCT credential should be developed in close cooperation with 
recipients to ensure triat student information can be translated from 
the program to other systems in language that is readily understood, 
ihe secret of successful translation is in the language, and 
credibility is less of an issue if the transmitter and receiver are 
speaking in sindlar or commonly understood terms. 



GUIDELINES FOR CREDIT AND GRADE EQUIVALENCIES 



Ihe {CE)2 program individualizes student assessment and evaluation 
and uses performance-based criteria for evaluating student 
progress. Students are measured in relation to theMelves, rather 
than in refarence to group norms. Consequently, the program uses 
narrative, student-specific performance records rather than letter 
grades . 

EBCE programs adopting (CE)2*s point of view will have to provide 
postsecondary institutions and secondary spools yfitti some basis 
for equating program es^eriences witii units of credit in specific 
si^ject areas, if necessarVr or determining levels of student 
performance. (CT)^ staff believe that these guidelines should be 
general recoimnendations , ha^ever^ and tiie actual translation left 
to the institutions themselves. 

?4 
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The translation process should not be too complex* It should be 
reduced to its simplest elements and/ if possible # reviewed by 
receiving institutions in mdv^nom to determine if it is workable 
for them and meets their requirements, ^e oredential should 
include specific directions for GOntaeting tiie program for any 
needed assistance* 

I 

THE (CElg CREDENTIALING PROCESS 

Ihfc educational agencies with which (CE!)2 has interaeted in 
credentialing Its students— toe Tigard Sdipol District/ the Oregon 
State Department of Education, other districts receiving EBCT 
tr^sfers and postsecondary institutions receiving graduates from 
the program-^-have all recognized toe unique problems faced by {CE)2 
in attempting to pro^de instruction that is individualized^ 
inte'rdisciplinary and oommimity-based and toen to describe this 
program in terms toat are nteaningful to other institutions, Ihey 
have all been willing to recognize the program as nongraded and 
have not requiired stringent procedures for translating student 
performance into formal, credits* This^has allowed toe program muc^ 
flexibility in developing its system for credentialing student 
achievement (see the following Item 7 and Appendix D) . 



student RmcordB (Item 7) 




Approve format for final student perfomance record 



The actual fonnat that an IB^ program adopts for transmitting 
student performance information should be flexible^ so it can be 
easily tailored by the atudent to meet the individual requirenrents 
of difterent recipients. It should be designed witA the assistance 
of representatives of botii the enployer community and educational 
I institutions to ensure ttat the credential provides information 
1±at is helpful in placing students boi^ in jobs and spooling. 
Most enployers base ttieir hiring procedures on three basic elements 
— application, interview ^d reference check. Program credentials 
should augment but not duplicate these elements* 



(Ce)2 RECORD OF STUDENT PERFORmNCE 



Thm (CE)2 credential, called 1-he Record of Student Performance^ and 
credentlaling process have evolved ^srough intensive staff design 
efforts and outside review ^ A portfolio format was first designed 
by staff consensus ttien submtted to extensive review by 
admssions officers from state and private colleges ^ universities 
and ta^o-year commmiity colleges^, personnel directors and local 
high s^ool administrators* Biis first review gave staff several 
basic guidelines for revision. Reviewers advised that 

1. credentials should be as brief as possible, while at 
the same time including e^^licit information ^out 
skills and levels of proficiency the student has 
acquired 

2p program requirements nd student performance should 
be eoranunieated in a visually clear way 

3. the portfolio should always begin with one page that 
sets fortii tdie major areas of the program, what the 
student has accomplished and how long t±ie student has 
been in tiie program 

4. information should be easy to locate quickly 

In addition to reyl^wer recoiranendations , (CE)2 staff were guided 
in portfolio design by a National Association of Seconda^ School 
Principals '-CurriGUlum Report" on school-to-college transcript 
infoiroation (see Bibliography in the Progran Overview packets • 

Mentoers of tte original portfolio review task forces were reconvened 
at tte (ra)2 learning center to critique tixB final fomiat page by 
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page. This final review has resulted in idie pcrtfolio deiaribed 
in detail in Appendix D. 

The portfoiio provides a completa profila of ea^ student's work in 
the progr^n. Individual forM include 

1* a brief dascription of tta program^ es^laining basic 
progr^ goals and instructional system 

2* an official cer^^ificate stating program requiraments 
and indicating partial or total student conflation 
of these 

3. siamnarias of student as^eriances by curriculum 
components—Basic Skills, Life Skills, Caraar 
DeValopment 

4. a Gonpetency certifiGaticn sheet 

5. a list of the specific career skills a student has 
daveldpad 

6. an optional translation sheet tiiat gives guidelines 
to postseGondary and secondary institutions so they 
can place (€3!) 2 students within their systens 

7. a pocket for transcripts from institutions pra^ously 
attended by the student 

8. a pocket for letters of teconnnendation from amployars 
with whom the student has been placed for learning 
es^eriences in the program 

\ 

A resume is also prepared by the student for use witii the portfolio 
when applying for a job. 



CROSS^REFEimNCES 



A sample (CE) 2 Beaord of Stadent PmrformeinaB is diBplayed and the 
individual farnm described iri Appendix together with student 
guidelines for arrang'ing and using the portfolio and sample resunm 
fornmts reconmended to the students 

Consultant reaonmmndations implemented partially or fully in final 
design of the (CE) g Reaord of Student Performance are displayed in 
Appendix E. 



M-f Ml 
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Establish policy regarding confidentiality of student 
records 



Fedaral law regarding toe confidentiality of student recorde 
(Section 438^ Title V, Education Amentoents of 1974) states thiat no 
federal funds will be avail^le bo educational institutions that 
deny parents of students under 18, or the students toeinselves if 
they are over 18, tiie right to "inspect and review any and all 
official record, files and data directly related to" the student, 
'rtiis includes all material in ea^ student's cmnulative record 

speaifiaAlly including but not neceBsmrily limited to 
Identifying data/ acadenda work complmtedf level of 
aahievement (grades , Btandardimmd a^ievenmnt test 
s cores ) ; attendance data/ s cores on standardized 
intelligence f aptitude and psychologiaal tests; interest 
inventory results; health data; family ba^grotind 
infprmationi teacher or counselor ratingB and observations 
and verified reports of serious or recurrent behavior 
patterns. 

Ihe statute, comnonly called the Buckley "privany amendment^" gives 
parents and students ovar 18 the right to challenge the contents of 
any student records, Sdiool districts must comply witiiin 45 days 
to a request to axamine records. 

Ihe Buckley amehdMnt .and any applicable state or local statutes 
will greatly influence program policies regarding confidentiality 
of student records* In addition to the records that must be made 
available to parents and students oyer 18, an EBCT program must 
decide what types of information are to be released on request to 
educational, business, government and legal agencies, institutions 
and individuals* 



CONFIDENTIALITY AT (CE)2 

Parents of (CT)2 stiMents are shown student records from toe Master 
Record Book and Indi^dual Student Books during their conferences 
wito staff* In addition, ttiey have the access guaranteed by law 
when they request to see their ^ildreri's program records* 

Students are infoOTed ^at all records are open to toem at all 
times (the student hanc&ook includes sudi notification) * Everything 
staff write ^out students must be shown to the students, with the 
following' exceptions i 
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1. The student coordinator may retain private notes from 
staff ond high school comisalors but must dispose of 
such notes when the student leaves tte program* 

2. Other staff may retain private working record on a 
student until the student leaves ^e program^ at which 
time toose notes must be destroyed* 

Qjie working notes, of staff may in no way become part of a student's 
permanent records. 



— — — — — — CRDBS-^REFERENCES = — — — 

Procedur&B for student ratlflaation of portfolio contents appear In 
Item 15, page 133* 

Oregon Revised statute 336.195 deals with aonfidentimlity of 
student reaords and is quoted in Management & Organization , 
Appendix B# 
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Using the System 



Keep administrative records on each student 



Ihe administrative file for eadi student can include the following 
materials t 

1* copies of student tiranscripta from prjvious high 
schools 

2* conpleted Student Applications (sample follows) 

3. assessn^nt results (toat is# raw scores imm 
testing I toe Student Proffilc kept in the Master 
Record Book^^-see Item IS^-suiranarises these results 
for staff use) 

4. attendance reports (see Item 11) 

Ihe file may also contain copies of parent coranunications and the 
Studant Transportation Agreement described in Item 10* 



STUDENT APPLICATION 

Wiiat Is It? 

Iha Student Application provt las space for basic student information 
and asks tie prospective student to describe reasons for .applying 
to EBCT. It also includes a diecklist and questions to elicit some 
general Information ^out the student, including activities and 
attitudes toward learning* 

How Is It Completed? 

Ihe student fills out i±iB form and it is signed by parents or 
guardian to grant permssion for the student to participate in 
EBCE. tta form is then returned to tile learning center, where the 
student coordinator reviews it. 
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Where Is It Filed? 

student coordinator files completed Student Applications in the 
admnistrative file. 

How Is It Used? 

•Hie form is used in conbination with transcript data and counselor 
ratings as tiia basis for selecting students, The questionnaire 
portion of the form may serve several additional pu^oses i 

1. Staff can gain a better picture of the student's 
interests and background for use in negotiating 
in^vidualized learning plahs . ^ 

2. The program can use questionnaire data for pre and 
post evaluation of changes in student interests and 
learning behaviors to supplement measures of progress 
in skills and conprehension that can b4 gained by 
evaluating student performance during/ the year. (See, 
for exKnple, questions 8 through 11^ pages 73-74.) 

3. ^e program can also gain a demogr^hio description 

of the student body from questionnaire data* This can 
be t^ed in sonparing students in relation to tiie total 
population of the local geographical area. 

How Many Are Needid? 

staff must estimate the nmber of Student Applications needed each 
program year based on tteir knowledge of the populations of the 
cooperating high schools. 

NOTE I This mpplia&tlon form has received FormB CleaiancB approval 
from th& U.S. Office of Management and Budget and may be used by 
BBCE sites. 

CR^S-^REFERENCES — ^ ' ^" 

See "Program Entry/Exit ," pages 12^13, for diBcussion of student 
application to the program. 

See "Earning Plan Nmgotlationf" Curriculum S Instruction , pages 
54-56/ for explanation of transcript and assessnmnt data us&d in 
developing each Btudent' s learning plan. 

See Items 10 and 11 f pages 77 and 88 rmspectlvely , for displays 
of transportation and attendance forms. 
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STUDENT APPLICATION 



student 




Date 



(S 



Date at 



f Birth Io/m/s7 SeK M 
High School Cni^salar T^^*A^ip>^ ^p^w.^ ^ ^ 



Grade Level _ 



Address 2.%(m^% S.U>' 
street 



17 A?^3 



sta te 



zip 



In Emergency # Contact 



Telephone 



ParentCsy or Guardian <b > ^^^gij^^^ ^^vlWo. ^^hikfC^i^ 



Parent (e) *s or Guardian (g) 'a Occupation (s) 



Doscribe in a paragraph your reasons for wishing to be in ElCEi 




Date 



PARENT PERMISSION 



ith \^^^ 



I have discussed the EBCE program w 
and grant permission for his/her full participation in EBCE. 



signature 
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STUDENT SmVlCES- 



Student Questionnaire 



Please chQck the answers that describe you, or write in respont^ui^ whj^n 
d^kcd to do so. 



1. Have you ever worked for pay outside of your home on a regular basis? 
(If no, ignore questions 2 and 3 and go directly to quostion 4^) 

2. 'If you answered yes td question 1, what types of work do you do nuw or 

have you done in the past? 



3« What has been vour most iniportant reason for working? 



1* I I TO help support my family 

2. Q To earn mcney for my expenses or for things I want to buy 

3, To gain work eKperience 
4^ Other reason fspecify) 



4. What do you expect to be doing one year after completing high School? 
(check onm or morej answers) 



1. I J Working full-time 

2, Entering an apprenticeship or on--the^job training proo=tam 

3= rj Going into regular military service or to a service acadeiny 

4. [^Attending a vocational^ teohnical, trade or business school 

5* 'Attending a junior or coifsnunity college 

K _ 

' LJ Attending a fQur-year college or universit/ 
7, Working part-time 

•'8. Otiier (travel, take a break) 

9. I have no idea what L will be doing 
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L 



5, How far do you plan to pursue your forr>%\ education? 

1* [ ] Do not plan to finish high school 
2, ^3 High sdiool graduate 

^ Hi0i school plus one or two years of college, community 

eollege or special training 

4 r^High school pli^ three or more years Oi ^ dlege* cominunity 
collage or special training 

5* 1~ I ^our'^vear eollege graduate 

9- I 

6* ^] Graduate or professional training beyond collage 



6* List two jobs you feel you might like to hold after completing your 

education. Be as specific as possible (for example , say "a mechanical 
draftaman" rather than ''working at National Engineering'*) . 



2. 

\ 

7. What are the occupations of your father and mother? 
Pather's occupation U-^'^'^'^^Ug'^AJM^v^A 

8. What high scho"»l activities (such as choir or basketball team)/ did you 
participate in the year before entering EBCE? Write "none" it you did 
iiot participate in any* If you participated In sports ^ list tro actual 
names of the sports * 

.CeiLg^ oA.s^'C^ 



ftother's occupation M -uj^i^ ¥%^ i ^j^mmV^I^-'U^ 



9. Wh^t specific high school activities^ if ^ny ^ 3o you plan to participat 
in this year? ^' 

_ _cA,^^^ ^ 
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10, During the year before entering EBOE, what coriiTiunity organizations 
(such as the YMCA or girl scouts) did you participate in? Write 
"none" if you did net participate in any. 



11, List your hobbies or recreational activitiei 




12, Approximately how many pamphlets, brochures, manuals or magazine 
articles did you read this past school year? 



1, 



r~1 None 
□ 1 to 5 



3. n ^ 

4. 11 to 20 



5. Q 21 to 30 

6. QMore than 30 



13. Are yom 



1. 
3. 



White 

Hack 

n Oriental 

Spanish Descent (ChicanO/ 
Puerto Rican and so forth) 



I I Native Ainerican Indian 

J Native AJaskan 
1^ I Other (specify) 



14, What is the highest level of formal education your father ha?i completed? 



1 . ! j None 

2. [J Elementary school 

3. Some^high sdiool 

4. r j High school graduate 

5. Some postsecondary (for eKample^ some college, junior college, 
b us IrTBSs school, trade or technical school) 

6. -^1 College graduate (four-year degree) 

7. II Sorre graduate work 

8. Q ..uvanced degree (specify) 

9* ll ^ not know , 
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1%. What Ib the highest level of formal education your rrtDther has completed? 

1. Q None 

2. [_| Elementary school 

3. ^] Some high school 

4. ^] High school graduate 

5. Some postsecondary (for example, some college, junior college, 
business school, trade or technical school) 

6. College graduate (four-year degree) 

7. Some graduate work] 
[ ! Advanced degree (s^cify) 

9. [^^Do not know 

16. How important was each of the following factors in deciding to join EBCE? 
(CirclQ one numbar for each question,) 

Nat Extremely 
Jmportanc Jmportant 

1, I wanted more freedom/independence 1 2 3 4 ^ 

(D 

3, I wanted to learn about careers 1 2 3 4 , 

4. I did not like my previous school 2 3 4 5 

5. I wanted to prepare for a job 12 3 ^ 

6, 1 was bored with school 12 3 ^ 
1 . I heard the EBCE program was easy 2 3 4 5 
fl . Other (specify) ^ 1 2 3 4 5 



I wanted to choose my own learning 
style 



4 



s 
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Hecord student t janspartation arrangements 



All student transportation arrangements sjiould be recorded to' assure 
that students are able to keep appointments and readi the employer/ 
comnunity sites at whidi they are learning, ihe fallowing pages 
explajLii and display fovtm designed to record all sudi arrangements. 
Forms displayed includes 



1. 


Student Transportation 


Agreement 


2, 


Student Transportation 


Options 


3. 


Transportation Reques t 




4. 


Student Transportation 


Rour a 


5. 


Transportation Rainfcursentent Request 



= CmSS 'REFERENCES ^ ^ 

See "Business Manmgemsnt,'* MmnAgenmnt^ OrgBniz&tion , pages J 29^] 35 , 
for triMsp<?rtafcio/3 cdnsidmrationB for an EBCE program end the 
Importmnce of the Student TrmnB^rtatlon Agrm&mmnt in relation to 
/rjuraiioe coverage for students . 

See also "Career Exploration Curriculum s Instruction , 

pages 1 34-^1 35, for dis cuss ion of student transportation in rel&tJon 

to stud&nt learning programs. 



STUDENT SERVICES 



STUDENT TRANSPORTATION AGREEMENT 

What Is It? 

The student Transportation Agreement allows each student's parent 
or guardian to stipulate tiia means of transportation that are 
permissable for the student co use to meet learning conntiitTOnts in 
the community^ 

How Is It Complsted? 

Ihe student's parents ^eck pennissibie options , th sign and 
date the agreement. rna student also signs to indicciri knowledge 
of the agreement and returns the form to the program atoinistrator, 
Thm program atoinis trator signs and dates tlie form to acknowledge 
thm program's agreement to comply with the options specified* 

Where Is It Filed? 

Ihe student coordinator files the coir^leted Student Transportation 
Agreement in the administrative fila* 

How Is It Used? 

Clerical staff use the Student Transportation Agreement to fill 
out the Student Transports ti on Options forp'. Program staff are 
advised of the m^aanj of :reT*srorta^ion sperified on the agreement 
and monitor student trrnsportatiDn according The employer 
relations specialist also ' whicii options the student may use 

on thB Student Infomatioi^ C^7d in his ur iier notebook (see Item 14) . 

How Many Are Needed? 

EBCE prograife should have on hand at l^ast one Student Transportation 
Agraement per progran. year for every student in th^ program. 
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10) 



STUDENT TRANSPORTATIW AGREEMENT 



It is Qur understanding that 



permission to participate in Exp^ri^ce'-Baeed Career Education ^ will d=^ 
moving among vario\^ learning sites in the conmimity . He/she has our 

mission to toive or to travel only by the means of transportation checked 
b^lowi 



m 


Metropolitan bus sysLams 


0 


'^^olwiteer adult driver 


0 


Personal orf^nily luto 


ra 


School district bus 


E 


Student car pool 




Employer vehicle 


0 


Program vehicle 


m 


Other (specify )„^^L^ 



Any oUier nteand of travel, such as hitchhiking, is without the sanction of 
the EBCE program, and the student assunies all risk* 



Dm te ^^l^-^A ^ ds 



Father 



Mother 
£3 ^ibyvd 



student 



the program carries primary iiability ine^irance on the EBCE vehiula to 
^QV^r bodily injury and pre erty f^; jcondary liajbility insurance 

covers bodily injury and pruperti 4-^1 ,ge i^hat may be incurred by students 
transpo ted or driving in ©t^er v^ v ^s. 

Staff will be advised of tha meani. tr^^nsportation approved by the 

parents of Kellv Robbins and will not knowledge^ly cause him/ 

her to be ^-r^nsported by any other means. 



Da te . 
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STUDENT TRANSPORTATION OPTIONS 

What Is It? 

'Sie Student Transpcrtation Options form records tta transportation 
options that have been approver, by each student's parent or 
guardian - 

Hew Is It C^'-nleted? 

Clarieal staff use Student Transportation Agreements to chedc off 
the appropriate colmrins for options approved for each student 
and to note any o'Jier approved options. 

Where Is It Filed? 

clerical staff file the Student Transportation Options for.a in the 
adRdnistrative file, *Bie van driver n^ay also wish to keep a copy* 

How Is It Used? 

Prograin staff (particularly the van driver) use the Student 
Transportation Options form to make certain that students are being 
transported to employer/nonmiunity sites only by the means of 
transportation they and iiheir parents have agreed on. 

How Many Are Neeided? 

Each prograiA year/ ESCT progranis should have on hand the nujitoer 
of Student Transportation Option forn^ needed to record all 
s Uudents * names . 
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S2VDENT SEMVICES 



™nsportation requegt 

What Is It? 

nie Transportation Request is used only if the program provides a 
van, school district bus or other means of trrifis porting students to 
learning sites in the community. Tha form inGludes space for 
studsnts to indicate dates ^ destination, times for arrival and 
rtturn and conments* 



How Is It Completed? 

The student fills out the form the day before he or she needs 
program tranoportation. 

Where Is It Filed? 

Tranaportacion Requests are kept in a box by the clerical assistant's 
desk, where they are easily accessible to the van driver. 

How Is It Used? 

The form enables tiie van driver to schedule rurts to and from various 
connnunity sites . 

How Many Are Needed? 

Programs will have to estimata the number of Transportation Requests 
needed based on the n^m^er of students^ multiplied by a factor such 
as the number of weeks in ti" ^ program year (assuming that students 
make one request a week* to cuver tiie week's transportation needs) • 
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TRANSPORTATION. REQUEST 



iVhi^ ri*./Ui-5i must ih- ^urnoJ m 2?/ 2^ ui p 
.i^h*.HiiUod run . ) 



at t- iiij'v Lh'forr tht- fii^t 



studunt _DaEe of Request 

DESTINATION- From jU^^i^ To jMMti^M_£^MA^t^M^^ 



RETURN: 



IMFORTANTi 



DAYS: 



If you ^rt? not i'JLUrnin>r in tho van ^ pltjasiy uxplam under 
COMMENTS. 



Monddy 



Lj 

"Thursday 



DATES: Trom 
C0:OlENT^i 



student Ser vices 



STUDENT TRANSPORTATION ROUTE 



What Is It? 



Iha Student Transportation Route is van driver's schedule of 

student transportation needs. It includes space to enter student 
names and pick up and delivery tin^s and places. 

How Is It Completed? 

Ihe vail driver fills out thm form each day from the Transportation 
Requests turned in by students, 

Whefe Is It Filed? 

The van driver keeps Student Transportation Route forms. 



How Is It Used? 



'Hie form envies the van driver to plan the day's s^edule for the 
pfogram vehicle* 

How Many Are Needed? 

One Student Transportation Route is necessary fur each day students 
visit employer/ community sites. 



i 



student Records (Item 10) 



STUDENT TRANSPORTATION ROUTE 



PICK UP DELIVER 



Studf nt 


Place 




Student 


Placi 






AM 




















9/r 




I - — - ^ 






9' 30 














— = T 






















tfu 
































= — - w* ^ — — --■ -- 


































r " ^ 




























PM 








^ ' — : -- — m= . — -- -■ - - 




















































an 


i 




















- - . 























































85 



STiJi.-^t SERVICES 



TMNSPORTATION REIMByRSEMENT REQUEST 

What Is It? 

ihe Transportation Haii^iijrsement Request includes space for dates, 
destinations, Mleage/ ttie applic^le reiirbur^ement rate =and staff 
verification for student program-related transportation esspenses. 

How Is It Completed? 

Ihe student ^ills out the form and a staff member verify its 
acGuracy* r tra>/el to employer sites, (CE).2 enployer relations 
speoialisti. xmm the Ei^loyer Instructor Report post card (see Item 
11) to verify the student's travel and attendance* .^or other 
activities (for example, conipetency certifi cation # special 
placriments) , the staff mentoer assQclatad with tJie learning activity 
is responsible for verifying the student actually went to the 
places indicated* 

Where Is It Filed? 

Transportation Reintoursement tequestJ are processed by the clerical 
assistant ^d becoTO part of the program's records of es^enditure* 

How Is It Used? 

Ih^ form is iised to assure that students using private transportation 
are relirbursed at a standard rate--^S.O^ per n.ile if the stuuent is 
alone in the car, $-13 per mile if thB student transports otJier 
students"^ for program^ ^elated transportation e^^unses. 

^ How Many Are Needed? 

Prograne wil] have to estimatt^ the nuJttoer of Transportation 
l^intoi^sement Requests needed based on the number of students who 
plan to ^rive to and from learning sites, and the frequency with 
which students ara likely to s^mit reintoursement requests (prob^ly 
once or twice a month during tJia progtam yea wr driving student) , 
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TRANSPORTATION RIIMiURSEMENT REQUEST 

student 





Date 


Destination 


Rate 


Miles 


Amount 


Verified 


f/?/7r 




* , 0% 














a. 












z. 


. 








4- 










.11 




.54. 


if 






fi 




n. 
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Record student attendamce 



following forms are used to r^nitor and record student 
attendance at the learning center and at employ er/cominunity sites i 

1. Sign In/Out Sheet 

2. Weekly Time Report ^ 

3. Student and Employer Instructor Contract and Enployer . 
Instructor Report 



SIGN IN/bUT SHEET 

What Is It? 

^le Sign In/Out Sheet tracks student movements and activities daily 
and weekly. It includes space for entering times and activities. 

How Is It Completed? 



■Hie student fills out tte sheet ea^ time he or she comes to and 
leaves the learning center, ihe student OTOrdinator checks 
sheet daily to verify student entriee * 




^here Is It Filed? 



Bie sheets are kept by tihe clerical assistant imtil the learning 
aide ummm the form to enter attendance information in the Master 
Record Book, 

How Is It Used? 

The form is a source of attendance information for the program and 
s^oqI districti it can also be used in accountability ronferences 
with atudents, / 



How Many Are Needed? 

One sign In/Out Sheet is needed per week per student. 



SIGN IN/OUT SHEET 











mESOAT * 


WEDNESDAY 


THU^DAY 


FRIDAY 






IN 


ACTfViTt 


OUT 


IN 


ACTIVITY 


OUT 


m 


ACTIVITY 


OUT 


IN 


ACT IV IT* 


OUT 


IN 


ACTIVITY ; OUT 


























j 




1 


it06 a.m. 
to 




rf*a --TV b - 


























9:00 a.m. 
to 

16:00 a.m. 






























10:60 a.m. 
to 

lltOQ a,mt 






























11:00 a.m. 
































12^00 mtm 

1:00 p.m. 
























1:00 p.m, 
to 

2:00 p.m. 
































2:00 p.m„ 
to 

3:00 p.m. 












2-16 


















2-46 


3:00 p.m. 
to 

4:00 p,m. | 






1*05 






















i 




4:00 p.m. j 
to 

i:00 p,m. 
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WEEKLY TIME REPORT 

.What Is It? 

Ihe Weekly Time Report includes space for recording attendance at a 
particular employer/coiwniinity site. It also records whether the 
student ia using tile site for career es^loration, learning levels 
skill building level or special placement purposes. 

How Is It Completad? 

Bie student fills out the report at the' end of each week and has 
toe employer instructor at thm site verify the hours recorded. 
Hie student then turns in the report to the employer relations 
specialist . 

Where Is It Fned? 

The employar relations specialist turns Weekly Time Reports over 
to tiie clerical art is tan t for filing* 

How Is It Used? 

The Weekly Time Report serves as a record of student attendance 
at employer/conmimity sites. It is similar to attendarice methods 
(for instance, pundiing a time clock) used at worK^iraces and 
serves to alert students to the respohsibilities of time 
accountability . The clerical assistant records data from the 
report on the Student Escperienca ^cord in the Master Hacord 
Book (sea Item 12). 

How Many Are Needed? 

One Weekly Time Report is needed par student for each week students 
are learning at employer/ community sites* 

NOTE: Thmrm is sorm intended redundBncy bet^^een the Weekly Time 
RBport and the Student and Employer Instruct or Contrmct/ Employar 
Instruator Report foritm described later in this item. Both are 
mttendanae devices ^ hut thm latter set of forms is also a way of 
helping staff and studmntE know where and during what timem a 
student is in the cormunity- In addition , the Employer Instruator 
Contrmct formally alerts the program that a Btudent has flnishmd 
pmrticipating at m mite* Weekly Time Rmports let staff know 
about studBnt attendance on a weekly basis. 
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WEEKLY TIME REPORT 



Student Id^e^ 

Week of - ^-(7 

Site 
EI 



E^loration 
Laarning 



Department £^'y-^A ^£^W^L^ 



Skill Building 
Speciar Placement 



TIME 





FROM 


TO 


HOURS 


Monday 






3 


Tuesday 




1 X 


3 


Wednesday 


1 


3 




Thursday 


1 


i 


3- 


Friday 




1 2- 


3 


TOTAL 


/3 



Each day must bm filled in. 

Turn this slip in to your ERS each Friday* 



Verified by 




{ Ke^mn layer instructor) 



SWDSNT SERViaSS 



SXUDENT AND EMPLOYER INSTRUCTOR CONTRACT 

" 



What Is It? 



Oie Student and anployer Instructor Contract is a three-part^ 
nQ-caAon--raqiiired form that includes space for 

1. nainas of studeht/ en^loyer instructor ^ site and 
dapartMnt or laaming station (if thera are mora 
than ona at a site) 

2. time of tha student's first ap^intment 

3. level of site participation intended by tha student 
(career exploration or learning level) 

4. a two"week scheduling grid 

5- places for the student and enployer instructor to 
sign tiieiy nainas, verifying tiie agreed on schedule 

ihis three-part fom is attached to Uie Employer Instructor Report 
post card (descrihed below) , \ 

How Is It Completed and Where Is It Filed? 

ttie first sheet of the form is partially completed by the employer 
relations speGialist, the t adent's first appointnient is made 

(by EBB or student) , thm EES fills in that appointment date and the 
rest of the fom except the scheduling grid* lliis first sheet is 
then posted on thm Status Board (see Item 13) to indicate that a 
site placement is pending, % 



with the Employer Instructor Report post card^ to toe site for the 
first appoi ntnent , ^ ei ployer instructor agrees witii the student 
on "Uie times che atudent will be attending tiie site and both parties 
sign the rn^pleted ronn, 

Bie employer instructor retains tiie Uiird sheet of the Student and 
Employer Instructor Contract emd the Employer Instructor Report post 
card* . Thm student retuCTia the second sheet to tiie EES who momts it 
on toe Static Board to show the site is now being mmd by the 
student* The first sheet ttat was initially posted on the Static 
Board is discarded, (^e clerical assistant will often han d le t he — 
actual posting of these sheets since that pewon alio u&es them to 
ched< student sata piacament and attendance records* ^e ERS shnuld 
initially sec U r however^ so tiiat he or she keeps in ^ ouch with 
the student's activities.) 
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How Is It Used? 



The Student and Employer Instructor Contract form is a record for 
employer instructor^ enployer relations specialist and student of 
the tinie sdiedule arranged between the student and the eifroloyer 
instructor. Posting one copy on the Status Board envies all staff 
and students to identi:^ where individual students are in tihe 
coimiinity. For career e^lorations, the two-week sdiedule 
suffices to TOver all toe time the student spends at a site. For 
learning levels (whicii may last longer) , the scheduling grid is a 
way to est^lish the student's normal weekly attendance pattern, 

NOTE^ This form hmlpB keep track of site plmcements and student 
time s^edulBB^ It is not intendmd to substitute for the Wemklij 
Tinrn Report (desaribed earlimr in ttis item) which the employer 
instructor signs to verify the student actually cam& to tha site 
during tte agreed^on times. 



How Many Are Needed? 

One three-part form^ with attached Eitployer Instructor Report, is 
necessary for eadi student site placement* 



STUDENT ND 



OVER iNSTHUCTOR CONTRACT 



NA 
SIT 
EM 



EMI 
if r 



STUDENT AND EMPLOYER INSTRUCTOR CONTRACT 



NAI 
SIT 
EMf 



IMP 
If H 



STUDENT AND EMPLOYER INSTRUCTOR CONTRAfT 

name^KaM^ — ^ 

SiTi ^ajyi3 DIPT 
EMPLOYIR INSTRUCTOR 




FIRST APPOINTMENT S 

_ ' Date^Ttme 



_ JCAHf ER iXPLORATiON 

□liarning level 



WiEK OF 




T 


w 


Th 




f/l3- l/l7 






1-3 


1-3 

















fcMPLOYER IN^RL 
If *hHre are arf^»»6? 



TOR SIGNATURE STUDENT SIGN/ 

ifigotiated changes in this contract notify your ERS 
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STUmNT SERVICES 



EMPLOYER INSTRUCTOR REPORT 

What Is It? 

The Enployer Instructor teport is a nost card that is attached to 
the Student and Employer Instriictor Contract foCT described on the 
preceding pages. It allows the employer instructor to verify 
whether student attendance was satisfactory and to add comments 
regarding the student's onsite participation* 



How Is It Completed and Where Is It Filed? 

Wh&n the student finishes a site, the en^loyer instructor completes 
the post card and mails it to the learning center. Bie clerical 
assistant receives the post card, shows it to toe employer 
relations specialist, attaches it to tiie Status Board cr he 
Student and Enployer Instructor Contract and files 1 ^ card 

file alphab'etically by employer site* 



ow Is It Used and How Many Are Needed? 

'The ERS uses the post card to note that a student has finished a 
site placement. The clerical assistant uses it to officially verify 
the student's attendMce at the ite smd to record that information 
an the Studant Experience jteTOrd in the Master Record Book (see 
Item 12) . ^e post card is needed for each sat of Studant and 
En^loyer Instructor Contract forms* 



EMPLOyiR INSTRUCTOR REPORT 

Did the studuni meut the hou^s> iifHi dppoinimenis involved in this 
coniraci (wiiS the attenriancu satisfactory)? 

Student Name 

M not, what dav(s) did if . student miss?' 



Yes 



No □ 



Comments: K/d — }6^ilut iM^^^^J^ 



Date ^-XjD-li^ 




Emplovff Instructor 
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student Rmcords (Item 12} 




Maintain master individual student records of learning 

as^ariences 



Student e^erience record reflect all student program^related 
learning es^eriences, boto at thm learning center and at enployer/ 
comunity sites. Biis item deals witJi the Master Record Book and 
the individual Student Booka * Contained in these books and e^^lained 
on the following pages are the priimry records necessary for 
recording student performance f measuring progress and coB^leting each 
student's Hecord of Student Perforifiance. I tens 13 and 14 deal with 
additional records lAat help staff maintain close contact with student 
progress and provide input to the prinary records described here* 



MASTER RECORD BOOK 



What Is It? 

Bie Master Racord Book is a 
the following fonns for each 

1. Life Skills Project 

2* Student Profile 

3. Con^etencies Re cor.! 

4. Student Ij^erience Record 



large f three-^ring binder that i\cludes 
student I 

Record 




How Is It 



eted and Where Js It Filed? 



Ihe learning aide and clerical assistant update information in the 
Master Record Book from other student records (e plained on toe 
following pages) . The Master Record Book is stored on a shelf easily 
accessible to the clerical staff who work with it. 

How Is It Used and How Many Are Needed? 

Ihe Master .Record Book is a collection point for stanmiariEad 
information on all student work toward completing program requirements, 
{CE)2 recomends ^at forms from the tecord of Student Performance-* 
used for eredentialing purposes (see Appendix D) *-also be kept in 
this book and updated at least quarterly. Essentially^ for a program 
of 30 students you will need one binder large enough to hold ^out 
330 pieces of paper. For nunfcers of individiml forais, see the 
following pages. 



A Jo 
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STUmNT SERVXCES 



LIFE SKILLS PROJECT RECORD 

What Is It? 

ae Life Skills Project Record includes spaces in each of the Life 
Skills areas for project titles and beginning and conflation dates. 

How Is It Completed? 

The learning aide collects the information frcm projects handed in 
by students and enters thB information on the form. 

Where Is It Filed? 

Ihe learning aide files thm forin in tte Master fecord Book. 
How Is It Used? 

Ihe form is available for parent inspection during parent visits - 
to the learning center and is used to complete the Student Ejcperience 
Record and the Record of Student Performance . It is also used to 
update the project card posted on tiie Statiis Board (see Item 12) . 

How Many Are Needed? 

to EBCE program needs one Life Skills Project Record for each studenL 
Tbiro years of program work niay be entered on one form* 

\ ■ 

— CmSS^REFERENCE — — ^ 

See "ProjBats Curriculum & Instruction ^ page 215 f for more 
discussion of proj&at recort^eeping. 




LIFE SKILLS PROJECT RECORD 

student Kelly Robblns 



LIFE SKIU 


PROJECT TITM 






bJki VB 

Develdpmnt 


Tea^ina Sixtii Gradars ^out Nature 


12-10-- 74' 


1-14-75 


' Lion u lii^u ^wsnQ J<TiOf€> UO ^oniemjLn^ 


















*M- _L _ ^ >j SI * 




9^15^74 




12 Horsepower KQhler Engine ^ 


















Citizenship 


IiQ^islatiurs Project 










5-1-75 














Fe rson al/Bocial 
Developsnent 


Basio ¥ouW Gonfliota 


4-21-74 


6-6-74 


Wiat (gfiTl Do) About ?te? ^ , 


io-21-74 


11-13-74 , 
















Aviatd:on Ground Sehool 


10-74 


6-12-74 


Seienae 


1 Was a Teenage Seten.tiit 


2-18- 75 


4-3-75 

















AO 



ft 



N 



ERIC 
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STUDENT SmVXCES 



STUDENT PROFILE 



What Is It? , ; 

Bie Student Profil^e diaplays the s^inarized results of career 
assessment (Career \ Information System^. Self-Directed Seardi) , 
Basic Skills assessment (C)pmprehensive' Teat of Basic Skills and any 
other Basic Skills assessment instrtnEnents) and Idfe Skills/learning 
style aasessment ifrom student self-^assessment) * 

How Is It Completed? 

Ihe employer ralations specialist colleGts and summarises career 
aasessment data* Thm atudenti^ coordinator is responsible for 
collecting and suimnarizing Basic Skills assessment data. The 
learning manager collecta student self-assessment data from a 
Learning Style Self-Assessment dieck-off sheet coi^leted in 
conference wltii tiie ^student (see Item 14) and s™anarlses the 
data for the Student Profile/ ttie leamlng aide records the 
information on tiie student Profile, information is updated as 
students take additional diagnostic testS"for instance > to further 
pinpoint Basic Skills needs or to reexpimine career interests* 

Where Is It Filed? 

Thm learning aide files the form in the Master Record, Book* 



How Is It Used? 

Ihe Student Profile is toe basis for negotiating students' 
individualized learning pla^s and is . available to all staff for 
Information pu^^oses. Ttim form is also open to parent Inspection 
during parent visits to the learning oentar* 

\ ^ 

How Many Are Needed? ' 

.)ne student profile is needed per student eadi program year* 



" " ■ CROSS-REFERENCE ~ s 

_ _ . . _ ^ _ /. 

Bme "LBMrning Plan Negotiation^" Curriaulim a inBtruatlon , 
pages , 54-^58 f for furthmr mxplamtion of the Student Profile and 
anoOier mxmmplm of the ^mpleted form. 



STUDENT PROFIiE j 

Student Hm&l Geogga Rogers ' 

CAREER ASSESSMlNTi Employer Relations Specialist L 
Date; 10/22/74 I 
CISi Gearga seems to have a Tnarrow spec tr urn of interests. He expresses willingness to complete any afflount of idtjcatlon and/or 
traininf to neet his objectives* To limit his list somewhat he stipulated the top starting salary figure^ . The remaining 12 
oeguations did not mati^h his desirei* Medical careers, the focus of his interests, are eliminated by his lack of interest in } 
teaohing and supervising, SDSi George *s interests, abilities and self-perceptions best suit him for a career Inyolving j 
scientific and teehnical pursuits and working with people. Our objective with George will be to strengthen his self-eonf idenca 
while encouraging him to look at a broader range of occupational choices. I 

^- 

BASIC SKILLS ASSESSMENT: Student Coordinator 

Date: 8/15/74 .1 
Test Ri^lts and Interpretation : : 

gTMi George received a score of 24 out of a possible 25 correct on the reading inventory. Assessment in this area indicates 
that George has a .good command of phonics, word recognition, vocabulary arid comprehension skills. It is recommended that he he 
encouraged to work on reading activities and materials according to personal need and interest. Georga should also be i 
^JS^EMS^ to undertake more advanced reading and pursue the opportunity to increase his vocabulary* On the math inventory I 



^George scored 25 out of a possible 30 and received a score of 83 percent. He is able to compute basic math functions in 
addition, si^tractian, multiplication and division of whole numbers as well as basic arithmetic operations with fractions, I 
decimals, percentages and measurements. As there is no indication of a consistent pattern of difficulties it is racoirniended ? 
that George be provided with math programs developed around his personal interests and needs, ! 

; . I ^ 

LIFE SKILLS/LEARNING STYLE ASSESSMENT: Learning Manager/Student | 
Date: 10/24/74 ' 

Intervl^ and Comments : 

George is -a quiet, self-directed^ highly motivated young man. His interests lie in photography, :tropical fish, law, medicine and 
mechanics. He likes frequent contacts with staff and often needs to be reminded about deadlines; 1^ feel that George needs] to., 
be encouraged to pursue his interests and needs to learn to take a bit more time and care in the work he is doing* He needs to 
be encouraged and reinforced in pursuing activities in areas of his indicated Interest. 1 



STUDENT SERVICBS ^ 



COMPETENCIES RECORD 



What Is It? 



Ihe Gompatehcies Record lists the competencies and provides space 
for certifier naines and titles and dates of certification* Studente 
have a similar foCTi in tteir Competencies Workbook, 

How Is It Completed? | 

The conpetency certifisr signs th^ form in the Conpetencies Workbook^ 
which the student returns to tiie leading resource specialist. Thm 
.^earning aide typi^s tjie pertifie: name and title and tiie date of 
feprtifinetlcn from the workbook Kocti onto the form in tJie Master 
RiiGord BoDk. n 



fe^erc Is It Fned? 



r 



'Ih^^Coiapetenciee Rtnotd is filed in the Master Record Book, 

How U It Used? . ^ , 

H^^jet Ih , available for parent inspection during parent visits to 
the leading centr^r* It ^ rovidas a conplete record of student work 
oxi tly^ cmpBtxmai^^ sn^ in used to fill out the Racord of Student 



How t^pj ArB H .^'^^^d? 

On^ pcmpetenciiM to< c^d pc^ iuuaent is sufficient^ providing ea^ 
studout has ^ iiepi^rat^ - form fpr ^c^ tb sign. 

NCWi sjQvmrse side of this form (not shewn here) cQntinues with 

tht^ mmlning com^mtmnQiw^ since ^ii form alBO duplidmtem the rf; 
ConpBtQnmes pmge in the Rmaord of Student Perfarmmnce (Bee Appendix 
A? > , yon may wlBh to me the latter ,mheet in your Master Rmaord Book 
\and Bimply transfer it to the aredentialing portf&llo when toe 
student gradmteB or lemves^^e progrmm^ . 



See ^'CompetenoieB /' Curriculum S Inmtruation , pages 349 and 405^406, 
for morm on recordkeeping for^this learning Btrategy^ 



student Records (Itsm 12) 



COMPETENCIES 

irais csmpt tsree lo Xhs sif jifsellon of a 
. Trimaet busir^ an a crriit b«is. (iiudtnti dtmenitratB lerms and condltipni of credit.) 



AM iiudenU »ft rfquired lo dimonitfati eampf tsfice le tte sif jifsellon of a business er cemmunity awn in ihi 



i!|d 



Ja^e Brown # Aset* Caihieft Citizens' BajUc 



11/7/73 



1. Mimtiin i^flcking aggyftt i^md ordir, liiudenli itudy and jmplemsnt a checking aceoynt lyitim j 



©ns Mgr., Citizens* Bank 9/2S/73 



3, Frevidt Mqu«!t inEjrsnee for self, family ind peatsloni. (Studenti iiudy and dtiign a compflhehiive insuranct 
program^) 



Harriet Wa^er, Inauransc ^ent. Safety inaitfwi^ Co* 1/2/74 



4, ftaiP and fadfra) in^ma tiictf. (Studtntsiceuf Italy file state and federal inceme tax far mi J 



Leatar Wanrent Auditor # itata Riv^nye Agen^ 



2/24/75 



S, Budgtt lima and monay af factivejy, (Studints plan a heuietetd budget is cover i lime psrlod of thfta mQnths and 
divalop and impltmant a time budget for a ^iod of one week j 



Walter JaaeSt Leaminf Manager , (CB). 



1/30/74 



Bl^ahe Fuller^ High iahool Hmm Saonaadaa Initryctor 4/19/74 



6. Maintain fh€ bttt phyiidai health and make apprspfiate uie of feiiufs time. (Studenti ^ilsp and foUow a phyilcal 
htnes plan and ie<cct racraationai activitiefj 



Henry Biodgett, Hif^ School Wreitling coach 

^j: . i ^ 



2/28/75 



Waita^ Janes # Learning Manafe£,\ i^)^ 



2/28/75 



7. Respand appropriately to fire, pollei and physical health emergincies, (itudints develop an emefpncy fire ^cape 
plan, develop five appfopriate citizen aetlons in emergeney iltuailoni and pas a f irit aid examlnatio;; ) 

I — - ' — - - - - 



Joa Watzik^ Fire Prevantion Officer, City Fira Distrifit 



1/J2/75 



Katherine O'Srien, LieutenTOt, ci^ Police Departiflent 



10/2/74 



Joe Watzik, Fire Prevention Officer, city Fire Dlittiet 



10/1/74 



/ 



Par ticipati in the atetoral tyttem. (Studann ^mplai* regiitratlon and ballot forms and eMplain ballot l^eij 



Audrey Jones, State Bepresantati^ve 




i/6/74o 


Audrey Jonas , State Rip»isentati\^ 




6/6/74 



T 1 
t f 
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1 
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STUDENT SERVICES 



STUDENT EXPERIENCE RECORD 
What Is It? ' ' 

Ihe Student Es^erien^a Record listg eKpectatiuns for eadi Bchuol 
year action zone and has space for entering project work by nmrtbers 
completed and total to date in each Life Skills area* Wiere is also 
space for noting daily program attendance, employer/community site 
attendance and other learning activities* ihe reverse side has 
spaces for. staff to SOTmarige tiieir observations of tiie student's 
progresi and to m^e special comments ^out Basic Skills work and 
learning needs * 

How Is It Completed? ' 

he learning aide oollects and records attendance data from Sign In/ 
Out Sheets/ project data from Life Skills Project Records, 
competencies data from Competendies tocords and other data from 
learning mwager record. Thm clerical assistant records employer/ 
coranunity site attendance anfl RKplorations from Weekly Time Reports, 
Snployer Instructor Report post cards and e^loyer ralationa 
specialist records, ^ 

Where In It Filed? 

Bie Student Ej^erienee Record is part of ttie Master Record Book, 
on a shelf by tha learning aide's desk, 

How Is It Usad? ' 

T^e Student Ej^erienee Record is a monitoring sheet for all student 
work* , Di wading the record by sdiool year action Eones gives a 
better idea of where the student is in relation to expectations for 
each zone. !ftis record is open to parents during parent visits to 
the learning center. It is used to fill out the Record of Student 
Perfornance and tp certify program completion.. 

How Many Are Naeded? 

One Stu^nt E^erience Record per student is > needed for. each sdiopl^ 
year action Eone ea^ year the student la in the program. 



student RmoQX'dm (item 12) 



tCm STUDINT EXPERIENCE RECORD 
STUDENT NAME RQ^b Korney 



/ 



ZONE 1: $9i^mbm 3, 1974 to B^mrbm 20, 1974 

OHsMJltlfin C'tearriini Mfnet/h^ I feet ibout beiRg Here'') 
Inttfil ffleettnn with Leimtni BfiaeKtra ' 
IbIUbI Riiey^ wilh Em^oyer ReiAttoiii i|seeliUtti 
f&ltiil meettn^ with Leinilai Reisurce ipeoUliet 
Make espIoniieB ehsfGei , 
Ce SB eiploFftUoH/lesi^Ing level 

Meet Effl^ejfer Relitlens ipeeltllit |p eviluiie flpsk ej^lop^i^n 
Campiete inel ersdit flFit, ei^loraUon 

ftirt flFtt eempetengy / 
Ssbfnit time ■lips 
Attend min^ipry w^lUy meeUsgi 
AtfeM employer/temlmiFt 
Beflii i«ir!Bil 

Bfiflii flrgt pFOjet^ (Critlcil TNnldn^ 
Be^B flectind prcjecl (Perieeil/^lti Deveiq^tat) 
ilpi in/Dut apprepriately \ 7^ 

Reguiir pfo^ram ai^ job aite atteadioce ^ 
Ceiwiateii preiram and job site jmffufmmms 
Coniplele first pfsjeet (Critical Thi^ng) 
Meet Fe^larly irith Lee^og Maage/ 
l^eet re;|uliirly with Emplsyep lleU|ieiis Speeiallsi 
itefSft prnffess to pe rents / 
Pisfl field zfine sEtivitiee 

/ 

Coinpiete fifSi gnmpeteiigy 



/ 



/ 



ATTENDANCE 


MON 


TUE 


WED 


THU 


FRI 


^ SEP2 - JIP6 












SEP9-S£P13 




X 


K 


K 




SEP 16 -SEP 20 


X 


X 









1 



PROJECTS 



LIFe SKlLLi 


fyUMiiR 
COMFLfTi 


TOTAL 

TO 
bATi 


Critical 
Thinking 


1 


1 


Persona 1/ 

ioalai 

Pavalopment # 






CfMtive 
Davalopmant 






Ssjanct 






Funatlonai 
Citlitnahlp 







KEV 

A^abaam 

^^anploratlDn lavai 
FR^prsJoets 
Sl^iklll building 
COMP- cunipattnaias 
LQ^iaarnlng Center 

attandanea 
WM->«¥«atily ffiaatlnga 
P-numbar petaibla 
M^numbar mitiad ^ 
L-numtor lata 



LEARNING 
ACTIVITIES 


EX 


PR 


COMP 


L 

P 


c 

A 


: p 


(Mv 


P 


DURNi 
M 


L 


OTHER 


SIP 2 • SEP S 








s 


0 






1 








SIP 9. SEP 13 


1 






s 


o 


1 








1 




SEP It -SEP 20 


1 


1 


i 


4 






1 


r 








ZONE , TOTAL 


2 


1 


/ 


14 


; 


1 


1 


a 




1 




TOTAL TO DATE 


2 


t 


1 


14 


1 


1 


1 


2 




1 





X03 



swmm smvicBS 



lASIC SKILLS CTBS Bhowl high Skills in all areas. Performance on project 
ac^^vtties backs this up* FiOBs trl^ to sign up for advanced algebra 
class at.PCC but class was full. He is workine with an EI at an 
engineering site to follow up on math skills until he can get into a 
clasM. Writing/organisation could use more practice* 



LEARNING MANAQeR COMMENTS 




EMPLOViR RELATIONS SPECIALIST COMMeNTS 



OTHEaSAFF COMMENTS . 

(S^n^ Cm4^ 






PARENT COMMENTS 




(detach and return) 
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student Records (Item 



> 

INDIVIDUAL STUDENT BOOKS 



What Are Thi|y? 

Individual Student Books are thrae-^ring "^ndars kept for each 
student* Ea^ book contains t^bed seotions cor eadi of thm three 
curriGuliffli components — Basin Skills^ Life ikilrs and Career 
DevelopTOnt. X 

ffia Basiu Skills section holds results of all Basi\ Skills learning 
mate^pials ttie student has used, notations when Basid Skills naterials 
have been s*stituted for projects, tutor reports r g^des froni " 
olasses taken elsewhere and so fortii. 



Thm Life Skills section contains qonffisleted project fo«is (witii 
sunanative learning manager evaluation comments) for eadh of ^e five 
Life Skills areas and any critical thinking wrap-t^ acti^rt^ties the 
student has done« - 

Bia Career Development section contains lists of specific career 
areas the student has chosen to exMdne and results from career 
interest tests the student has tAen* CNotei these results are also 
filed on the Student Profile—sea page 99 •) fflie section also 
OTntains the following foms whi^ are displayed on- st^sequent pages 
of tiils ltemi 

1* Learning Site Utllizatlpn 

2* Skill Development ^eord 

3* Student Evaluation of Leamlng Bitm • - 

4# Student Performance Revie^ 

How Are They Comple tad? ^ 

fte laaming aide is res^nsible for entering forms and related 
Information In Individual Student Books, 



Whare Art They Filed? 

Individual Student Books are stored on shelves by Uie learning 
aide's desk. - 



i. 
1' 




STUDBNT SERViaSS 



How Are They Used? ' 

The individual book for each s^i^nt is a collection point for 
the foCTis and data mentioned ^ovel Ea^ book is avail^le to 
lAe student's parents when tiiey j rsit the learning center. It is 
also the basis for much of the inforitiation recorded on *the Record 
of Stiident Perfomanee, which is used for credantialing pu^oses 
(see i^pendix D) . 

/ ' ^ ■■ 

How Many Are Needed? ! 

One Individual Student Book should be set up for each student in 
the program* Usually a one'^inch binder is sufficient. 



LEARNING SITE UTILIZATION FORM ^ 



What Is It? 



A Learning Site Utilization form is filled out for each student on 
each leaniing level placement* It includes space for noting thm 
site and dates of the learning level and completion of learning 
site analysis # learning objectives, project negotiation and 
ratification. Student PerforiWice teviews. Student Evaluations of 
Learning Sites, ^oject completion and the exit review by student, 
employer instructor and employer relations specialist. 

How Is It Completed? ^ . . ' 

^Thm employer relations specialist collects the information and the 
learning aide records it on tiie Learning Site Utilization form, 

Whera Is It Filed? 

Thm learning aide files^^he form in^ Individual Student Books, 
Is It Used? V ^ 



Thm form is used to keep^ track of all the stages of a learning level 
es^erienae and to serve as a re^rd of that e^erience. It is also 
jav^ilabla forj»arent_insp.e.ctiQi%^uring-p^ visits to tiie learning 



center, / . * 

How Many Are- Needed? 

"-.''/ 
EBCT /programs should have /on hand enough forns to record each 
learning level for every /student in the program*' 
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student Recojeds (Item 12) 



I 



LEARNING SITE UTILIZATION 
Student K«-VW^ ^^ebbC^s 



Site iN^flwvv^^.^^ 



dmtB initimtBd 



dmtm mtMrtmd 



Depar ttnent S ^ 



data QOmplmtmd 



EVENTS 


DATES 


Learning sita analysis aompleted 




Learning ©bjaetives written 


wri ttM vmtifimd by EI 


Project negotiated 
(Btudmnt/LM) 




Project negotiation ratified 
(MtudBnt/employmr inBtruator) 


V 


Student Performance Review 

(by mmploymr inBtJtuatar) 

' . ■ \ , ' ■ 


/ / - S-- 7 V 


Student Evaluation of Leaining 
Site (by BtudBnt} 


//-^ S't7¥ 


Skill Developtoient Reoord ^ 
(mmployer inst^uator/LM) 

— — ^ — X- ^— 


/ 9- - -7y 


Pro]ec^ OOTpletlon certified 
^ (mmployBr inmtruqtor/LM) 




Pinal Student PerforBiance Review 
(employ mr inmtruator) 


;*s'-7s~ 


Final Student Evaluation of 
Learning Site (by Btuamnt) 




EKit Interview (stud^nt/mmploymr 
inBtruator/EM) 





l2u 
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STUDENT SERVICES 



^SKILL DEVELOPMENT RECORD 

What Is It? 

Ihe Skill Development Record has space to enter skills acquired on 
a learning levels how wall t^e skills are acquired^ target amtas 
for the acquisition of skills and employer instructor oertification 
and tiie d^tes of certification for each of the skills listed* 

How Is It Completed and Where Is It Filed? 

^^'^B student receives t^e form from the enj^loyer relations specialist 
and lists the tasks witii the help of ttie employer instructor at a 
site*. As the student works on the tasks ^ tiie esployer instructor 
fills out the rest of ttie form, ihe enployer relations specialist 
collects the form from the enployer instructor* |he learning aide 
types the informatlOT onto a duplicate form that is then filed in 
tiie student's individual student Book* 

How Is It Used? 

^e form searves as a record of skills acquired on a learning level 
placement. It is also available for parent inspection during ^ 
parent visits to tJie learning center and is used to complete the . . 
Raoord of Student Performance. ' 

How Many Are Needed? s 

ttie program should have on hand at least two Skill Development ^ 
' Records for ea^ student^ one to be used as a working co^ by the 

i student and his or her employer instructors ^ iiie other to be filed 
i in the Individual Student Book for tiiat student, 

NOl^^ Side two of the SkilX^ Developnmnt Rmcord, not rmpioducmd iiara^ 
is a continumtlon of the aolmms of side one* " 




\OSS-REFERENCE 



Sme "earning & Skill Building ^^mls /' CiiTjti aulum & Ins tructlon / 
, pagmB 269^291, for more explanmtion of this form* 
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SKILL OEVELOPMENT RECORD 



student JlA, /Cb U ^ 



DIRECTIONBi 



4 



Mk yoav^ EI to takn a few minutes to disams with 
you tiw Bkills you wilLl be aaguiring at the site. 
Ll^t them here and note target dmtes for completion . 

Ask your ST how well you should be able to do Mch 

tasJt* For examples 

A\ Nwrter of unitd per (hourm ^ day, minute) 
Piwrcent of aaauraay required 
Able to initlmte and complete without 
miperviBion ^ 



Site 



!. uav& your EI note the extent of your 
participation * 

A. You have observed the task 

B. you have practiced the task 

C. You have acquired the task 

4. When you thitJt you can do a task as well as 
your EI smys you should ^ have him/her dieak 
you on che task and fill in the last two 
aolumis^ 



TASKS /SKILLS 


EX'raKT OP PAHTICIPATIOH 


TARGET DAT! 


COMPI£TOD 


EI IHITIAL 


.&^t^i-^%€, GL^ykJL A^mJ 4r+6|_. 








<^ 






4- ( 






















*^'/ 














B^AU^^ fe^i^^y^^^ V^fc^c^p^ 





















I 

ft 

8 

N 
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STUDENT SERVICES 



STUDENT EVALUATION OF LEARNING SITE 

What Is It? 

Wife student Evaluation of Learning Site provides space far the 
student to evaluate the employer instructor and site for each 
learning level or skill building placement. 

How Is It Completed? 

Ihe student fills out tile form, discusses it with the employer 
instructor and gives it to his or her employer relations specialist 

Where Is It Filed? 

The learning aide files Student Ivaluations of Learning Sites in 
Individual Student Books* 



How Is It Used? ^ 

The fo™ is avail^le for parent inspection during parent visits to 
the learning centor. Staff use it to detemine student opinions of 
sites and employer instructors. 



How Many Are Needed? 

TWO sheets are needed fpr every site a student visits on a learning 
level or skill building placements-one for an interim evaluation of 
the site^ one for a final evaluation. 



™ 1 — CROSS^REFERENCB ______ 

For more discussion of thlB form, see "ijearning ^ Skill 3uildlng 
Le^/elm/' Currlau3.um & XnBtruation , prnges 294-295^ 
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student Records (Item 12} 



student 
Employer Instrudtor 

Learning Levol m 



STUDENT EVALUATION OF LEARNING SITE 

Date /^-S-- W 



Skill Building Level 



□ 









/ 1 P 
I #9* 


EI DEMONSTMTEi AF UNDERSTANDING OF HIS/HER RO^ BYi 








Providing orientation to eoinpany 








Making introductions tp other people 








Orienting to facilities 








Clarifying eKpectations of dress/grooming 








Defining rules and punctuality 









0 



Coimtmnt 



EI PROVIDES A PRODUCTIVE LEARNING ENVIRONMINT lYi 



Being intereated in devalopment of student and program 








Being willing to take time to help 








Encouraging independent work on assigned tasks 








Understanding why student is there 








Giving fee^ack on perfonnance 








Encouraging new and meaningful eKpariences ^* 








Supplying company Information and materials / 









Comnmnt 



ARE YOU: 


iatisfied with your present learning site? 








Gaining valuable learning experiences? % 








Clear on your performance review? ^ 









Common t 



ADDITiONAL COMMENTS^ 




SWDENT SERVi^S 



STUDENT PERFORMANCE REVIEW 

What Is It? 

Ihe Student Perfoirnance Bsvimy allows the amployer instructor to 
record his or her impressions of a student's learning level or 
skill buildinq attendance, punGtuality^ attitude, learning 
processes and perfonnance * ThB form is used at least twice 
during the time the student is at the site , 

How Is It Complated? 

Ihe employer instructor fills out and sighs l^e fom, discusses it 
with the student and retiirns it to the employer relations specialist. 

employer relations specialist gives it to the learning aida for 
filing. 

Where -Is It Filed? 

Bie learning aide files tiie Student Performance Reviews in Individual 
Student Books . 

How Is It Used? 

The form is available for parent inspection during parent visits 
to the learning center, and staff use it to chedc student onsite 
behavior and performance. ^ 

How Many Are Needed? 

At least two Student Performance Reviews are needed for evej^ 
learning level or skill building placement^-one for an interim 
evaluation, one for a final evaluation. 



— — CROSS-REFERENCE — — — — 

Sme "learning ^ Skill Building Levels," Curriculum s Inmtruction f 
pages 292^393^ for mrm discussion of this form* 



student Records (Item 12) 



STUDENT PERFORMANCE REVIEW 




student 

Employer Instrdctor 
Site . ^ff?^/7arJCe T)^pT 

Learning Level 



Date 



Skill Building Level 




ATTlNDMiOT/PUKTOALITY | 




1^ 

f ^ J 




le 


1^ 


IS 


Reports to employer site on time 














Adheres to eitablished schedule 















CQtmrnntt 



ACTITUDE 1 


Understands and accepts responsibility 














Obieryes employer's rules 














Show^ interest and enthusiasm 










\^ 




Courteous f eooperative 














Good team worker 














Judgment 










^/ 


^ — ^ 


Poise, self ^confidence 














Demonstrates appropriate dress/grocminf 














Concerned for equipment/property 










/ 





Cofmmnti 



LEARNING PROCESS | 


Uses initiative, seeks opportunit^s to learn 














Learning growth 














Quality of assigned projects 














Asks questions of appropriate person 














Uses eniployer site learning resources 















Commnti 



PEW*ORMAKCE 



Begins assigned tasks promptly 






1^ 








Seeks feedback concerning performance 














Accepts feedback information 














Uses criticism aonstructively 












Coinpletes tasks assigned 














Progressively requires less supervision 















ADDITIONAL COMMENTS': 




I'd 



J ^ 
4 
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STUDENT SERVICES 




Use additional procewlures as necessary to monitor and 
record student progress and behavior 



In addition to the forms GOntained in the Master ^ cord and 
Individuai Student Record Books (see Item 12) , you may wish to 
maintain sevaral other kinds of monitoring da vices , as displayed 
on the following pages , to help keep in toudi with student 
a^^ariences . (For other progress monitoring devices used by 
individual staff, see Item 14.) 



STUDENT STATUS BOARD 

What Is It? ' 

Ihe Student Status Board is a large bulletin board containing four 
cards for ea^ student i 

1* n^ne card 

2* a copy of the Student and Employer Instructor Contract 

3, Projects Card 

4* Competeneies Card 

^e Student and Enployer Instructor Contract is explained in 
Item ill tiie otJier Status Board cards are self-eKplanatoty . 

/ 

How Is It Completed? 

^e learning aide posts a name card and collects and updates 
information on project work* Ihe learning resource specialist 
collects and updates information on student work in the con^etencies 
/fte clerical assistant ^Mges the Student and Inployer Instruotor 
Contract as ttia student moves to different sites* 

Where Is It Kept And Howils It Used? 

Ihe Student Status Board is a bulletin board In the conference area 
of the learning center. It provides a highly visible public display 
of student status* 



J 'Jr. 
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Studmnt Reaords (Ttem 13) 



Kelly 
Kobl>ir\s 



STUDINT AND EMPLOYER INSTRUCTOR CONTRACT 
SIT '* 



E A^^J^^^W^:^^_ DIPT fj^l^jitt^i^ 
fMPLOYfR INSTRUCTOR J^M^iP^.^ "NS^ 

FIRST APFOtNTMENT ^ /f 1 BCaRIW EXPLORATION 

^•^ H^^ Dat^ . Timo" — ULEAHNfNG LEVEL 





M 


IE - i iriU* 


w 


Th 




^//3 - %/n 








7-5 





eM PLQYER iN^TRiUGf^H^a^ATURji__ _ SlJoimSlGNi 

If t 



gJNT SIGNATURE 



LIFE SKILLS 


Tstal 


SiMsd 


Coitip^^id 


CREATIVi^^iCOPMINT 




lelia 




CRITICAL THINKING 










2 






FUNCTIONAL CITlif N^IP 


A 






PfRSONAL/SDCiAL DiVILOPMlNT 


a 










SCIiNCe 













Totil 



COMPETENCIES 

1. Credit 
2p Cheekily ' 
3p Insuranci 

4, In€0ffi8 Tai 
§« Eudg€t 

i* Physical Health 
7* fiMrgsnsies 

5. Efecfdral 
i, Govermnen! 

10. Rights 
11« Public Ageneies 
12« bftployintflt 
13. Autimiobile 



I^OJiCTiD DATE 



COMPLETED 



1^ 



i 

7PQ 
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STUDENT SERVICES 



ZONE DEBRIEFING 
What Is It? ^ ^ 

Ihe Zone ^briefing form offers space for entering school year 
action zone completion^ work on conpatencies , projects* journals/ 
es^lorations/ Es^loration Pacdcages* learning levels and turning in 
Weekly Tims Reports. It also provides a blank. for noting whether 
a student has used employer/Gonmmity sites adequately during the 
zone (interpreted by staff to mean spending a minima of 15 hours 
per week onsite) and check-off blanks to note whether a student has 
negotiated a learning plan and target datv^s and is meeting target 
dates in the estimation of the learning manager and learning 
resource specialist* In addition, space is provided for prescriptive 
comments. 



How Is It CQmplfted? 

All staff contribute information to the Zone Debriefing form before 
zone progress and zone debriefing meetings, tte student coordinator 
collects this information and verifies eadi form during zone j rogress 
and debriefing meetings, and the learning aide records it on a clean 
form, CQpies go to the learning manager, employer relations 
specialist # learning resource specialist, student coordinator and 
parents, 

Whera Is It Filed and How Is It Used? 

Ihe student coordinator flies copies of completed Zone D^rleflng 
forms* Ihe form Is used to record student work In a school year 
action zone^ to prescribe action to remedy deficiencies in student 
work and to report student progress to parents. 



How Many Are Needed? 

Progr^ns should have an hand at least four Zone Debriefing fonns 
per student for each sdiool year action zone-^^two for zone progress 
meetings * two for gone dtorleflngs* 



See '*Guidanaef" Itmrn 7/ far further mxplanatlon of mom progrmss 
meetings and zone dBbrieflngB * 



do 
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student Records (Item 13) 



ZONE ^DEBRIEFING 



student Name 




Zone Activities 
JCl Completed 

ione Activities 
Not COTpleted 





WORK 


THIS ZONE 


COMPLETED 


COMPLETED 




OK 


needs to 
Improve 


THIS ZONE 


TO MTE 


C0?^1TENCCES 








P 


PROJECTS 


)^ 




3 


t 








C 




EXPLORATIWS 


)^ 






r 


EXPLORATION PACWGES 






t 


r 


r:Aia^lNG LEVELS 


X 








i 

^Tim SUPS 


)^ 




at 





2, Has the studant utilized employer sites adequately this z©ne^ 
Yes LK 



No 



3. Has the student negotiated a Is the student meeting ths target 

learning plan and target dates? dates? 



LH 

LRS 
EHS 



LM ^^f. -MAM^ ^^^^^ 



LRS 

ERS T'^ 



4. PRESCRIPTION: ^ fll^4^. ^ >^Am^^ 



iJ7 



smmm services 



ACCOUNTABILITY WRITE-UP 



What Is It? 



AGcowit^ility Wtite-Up is a three-sheet^ no-^carbon-reqinred 
form on whidi staff ^enter any ^served student bahavior problems 
and recomniend conferences or Gonsaquences • 

How Is It Completed? 

Any staff menber obser^ng behavioral problems with a particular 
student may fill out tlie form. Bie student then signs tta form, 
one copy of whi^ goes to the staff manfcer^, one to t^ia studant and 
one to the studant coordinator* Copies may be sent to otter staff 
impacted by toe beha^or, (CE)2 staff prefer not to send the form 
to parents i but instead to convey the infoCTiation to parents by 
telephone, ^is procedure avoids the stigma of a "failure" notlca 
and allows staff and parents to discuss the problem* 

Where Is It Filed? 

Bia student coordinator files copies of all Acoountability. Write-ups 

How Is It Used? 

Thm form is prescriptive in Intent and provides the basis for 
determining what aotlon to take regarding b^avior problems* It 
is also lased by iiia student coordinator to record actions agreed 
on by staff during zone progress or lone debriefing meetings (see 
prieceding pages) . 

How Many Are Needed? 

At least three copies (one for the student^ one for tiie staff 
mender filling out tiie fo™ and one for the student coordinator) 
are mmAm^^^^S^ tLvm a student baha^or problem %b noted* Printing 
a three-sheath no-carbon-required fosm saves oonsiderabla time in 
copying or duplicating Accomt^ility Writa*UpSp 



Bmm ■■Guidmnam i" Item fi^ for diBaussian of EBCE Maaountmbillty 
proamdureB, 



CROSS^EEFERENa 




US 



Studmnt Reaords (Item 13) 



ACCOUNTAP^^ITY WRITE-UP 



COPIES TO I 



Data _ 



_ Prograin Administrator 

Student Coordinator 
_ ^Student 
_ Parent 

_ Other 



Obaylng law while iji progran 

Appr^riate conduct while 
represanting prograsi 

Hi0i levml af cooperation with 
esplo ve r s/s ta f f /a tudan tj 

Being adtioationally productive 

Sat^liihing £ona planning 
stratagias and goale 

Initiatlng/cei^lating/eubmitting 
pro j acta 

„ ialecting exploratians/leaTOing 
levels 

„ Istablishing co^atanoy target datei 

Main tain ui^g ei^^loyer site 

Turning in ops^lated e3^ioration 
paekaga 

Tu^ijig in tiizia slips m tine 

_ Signing in /out appropriataiy 

- . - . Keeping appointments 

_ Fallowing traniportation agreamenta 

^ Showing care for equipmant and 

facility 

Sub^tting journals 
Other . - - 



/ 



CO^ffEBENCE ^ 

_ Prograra Administrator 

— . Student Coordinator 

^ Siployer InsteuctOf 

_ Parent 

^S^ff 

C£»ii^a^BS 

_ Jteka-^ work 

\^ Monitoring iysteffi 

_ Contracts 

Repay jji convenience tine 
_ Loss of lomige privilega 
_ toss of tisa credit 
_ toss of project credit 
_ toss of es^loration credit 
_ tosi of employer site 
_ Frobation«y period 
— . Suspension ^ 

Disfl^ssal froa program 
_ Other. 




0^ . ^%UA^ jL ^id^ ;€^. 




Mtmff signs t u| 



MUidmnt Bignsttirm 
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STUDENT SERVICES 




Keep individual staff records to support student 
learning activities 



Besides tiie records described in the preceding items ^ staff need to 
keep certain forms and records detailing their interactions with 
tnd^idual students, ttese materials help eacA staff person keep 
in tou^ with student progress and serve as input to records 
maintained by the program (described in Item 12) . 

Ihe learning manager keeps several kinds of records pertaining to . 
eacii student's learning plan developMnt and project planning: 

1* Learning Style Self-Assessment sheets (see following pages) 

2. Project Evaluation fon^ (see following pages) 

3* project list . , 

ttie project list is singly a listing of student projects in progress 
Some learning managers prefer to keep this list with ruled columns ' 
indicating approximtely when projects are due as a doi^le check 
against t^eir calendar notations and otter records. 

Bis employer relations specialist either keeps or has easy access 
to records pertaining to ea^ student's eitployer/conniiinity site 
es^eriences t 

1* Student Information Cards (see following pages) 

2* Maintenance visit Record forms (see following pages) 

3. Student and Enployer instructor Contract and Employer 
Instructor Report forms (see Item 11) 

In addition # the ERS keeps informal notes and lists of sites used 
by students- 

Ihe student coordinator is responsible for keeping Zone Debriefing 
and Aecoimtability Write-l^ forms (described in Item 13) . This 
person also keeps records and notes of staff meetings and decisions 
about studentp behavior as well as specific interactions with 
students -and parents (see "Guidance*" Item 7). 

Bie learning resource specialist keeps records of student work on 
programmed learning materials, particularly in BMio Skills^ and 
informal notes on student progress in the con^etencies, 

(See also Item 5 for a suma^ of staff responsibilities for all 
student records*) 
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student Records (Itmm 14} 



LEARNING STYLE SELF-ASSESSMENT 

What Is It? 

Iha liaarning S^la Self-^Assessment sheet is used in a learning 
manager/student interview to record student responses to various 
questions about learning styles and preferences. 

How Is It Completed? 

Ihe learning manager fills out the form from the student's oral 
answers to the qt^stions, or ^e student may fill it out and disc 
responses vrith tiie learning managar. 

Where Is It Filed? 

tte learning manager retains Learning Style Self-^Assessments . 

How Is It Used? . \ 

Ifie Learning Style Self-Asgessment is the basis for tiie learning 
manager's entries on the Student Profile*, It gives tlie learning 
manager a record of aadi student's self-peroeptions regarding 
learning and helps both learning managers and students negotiate 
project activities commensurate with each student's unique 
learning style* 



How Many Are Needed? 

One form per student per program year is sufficient. 



— — CROSS-^REFBnENCE — - - -- _ — ^ . 

See "Learning Plan Negotiation/' Curriaulum & Instruatlon ^ pages 
56-59 for further discussion of Lemrning Style Self--AsB&sBmsnt 
&heet&. 



I 



i35 



121 



STUDENT BBBVICES 



LEARNING STYLE SELF ASSESSMENT 
Learnifig Manager/Studgnt Intervliw 



Either fill in or put a check mark by the answer or answers 1 «low that best 
^ describe you ahd your needs (eheck as many responses as you wish). 

A. IN WHAT KIND OF PHYSICAL SITUATION OR SITUATIONS DO YOU LEARN BEST? 

. • 6* lectures 



_1 - quiet place ^ 

_2 - noisy place 

^3^ small discussions 

_4- large group discussions 
5^ alone 



Wfy^T ARE YOUR FAVORITE SUBJECTS? 



_7* individual conferences 
8. other 



WHY? 



MM l& A^^ jJu^, 



C. ^HAT TURNS YOU ON TO IJIARNING? IF YOU COULD CHOOSE WAYS TO LEARN, WHICH 
%OULD YQU CHOOSE AND WHAT KINDS OF MATERIALS WOULD YOU LIl^ TO USE? 

WAYS 

p rojects 

w ritten assignments 

^reading and answering quest ions 

group discus 4- ions 

X inturviaws 
^ Qbiarvations 
r esearch 

a ttending classes 
^ '* hands on" activities . 

other -L 



D, WHBJL=CX4^etr^ ASSIGNMENT CAN 'YOU WpRK ALONE, OR DO YOU Lli^ SOMEONE TO 
CHECK IN WITH ^OU NOW AND AGAIN? 

^need to have directions explained more than once or twice i 

m ostly self -directed but also like t© cheek in with Someone now and 
^then , 
n eed to be told more than once to start a task and to complete it 

_ ' _ s elf-directed and . responsible enpufh to independently complete 
assignment , u 

E , CAN YOU COMPLira AN ASSIGNMENT WITHIN A REASONABLE AMOUNT OF TIME? 

takes me longer than it should to complete assignments 
f eel frustrated when I can't complete a task arid just give up 
^ c an easily finish a tas"*^ in time 
iC o ften need to be remind ' about deadlines 



MATERIALS 

tape recorders 

^ v ideotape 
typewriter 
p en and paper 
^ m ass media activities ' 
^collages, cartoons and so 
forth) 

^library resources 

(books ; magazines and so 
forth) 
I other 
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student Records (Item 14) 



LEARNING STtLE SELF ASSESSMENT (aontiru^d) 
Leirnlng Maniger/Studtnt Inttrviiw , 

tS WliAT ARE THE IWRDEST THINGS FOR VOU TO DO IN SCHOOL? 

* t . 

teits _ ^ s it and listen to the teacher 

foilow the rules 

m ath _ attend class 

d o homework )C~ m egt deadlines 

other 



G. W>IAT m VOO THINK YOU NEED THE MOST WORK IN RIGHT NOW? 
listening to and following directions 



^understanding what is escpected of ^ine 



w riting 

spelling 

_ At reading 



inath 



listening ^ 

g etting alon^ with people 

yL_ e xpressing mysglf 

' n othing 
other 



H, HOW CAN TKK {CE)2 STAFF HELP? 





I. OTHER COMMENTS AND/OR SIGNIFICANT STATEMENTS ABOUT YOURSELF AND YOUR 
LEARNING STYLE 



LM SIGNATURE 
STUDENT SIGNATURE 




DATE ror 
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SmD$HT SERVICES 



PROJECT EVALUATION 

What Is It? 

tHie Projeot Evaluaticai form is used to record tltla. Life Skills 
area# aite^ employer instruotor, dataa# projeot evaluation and 
reoommendatione and evaluationa of individual project activities 
for each projeat a student conpletes* 



How Is It Completed? 

Wie learning meager fills out the form and gives it to the learning 
, aide, who types the project evaluation onto the projeot form kept in 
the Individual Student Book (see Item 12), 

Mhara Is It FHad? 

Oia learning manager keeps the form for his or her own records - 

How Is It Used? 

Vhm Project Evaluation is used by the learning manager as an aid 
in further learning plan negotiations witti tiie student, Jhat staff 
person may also refer to the form when coD^iling oonunents for 
reporting to parents or conpleting tiie Record of Student Performance 
{see ^pendix D) . . 

How Many Are Netded? 

At least ten forms are necessary for ea^ student in the program. 



- - CROBB^RMFERENCE -- --- - -- - - 

Bmm "Projects^" Curriaulum^ InBtractlon , pagms 266^270 ^ for 
furthmr dlMaum&lon of projBat Bvaluatlon* 
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student RBGords (Item 14) 



PROJECT EVALUATION / 

/ 



student 

Lift «Vil i a™ ^4i£rfuUI- ^€4^ ^^ii^S^^^vy*^>tdb 



Site ^^^^^ I Empleyar inm^/unrnT' SLkA^ fr^*^ 

■ / " 



FROJICT EVALUATIWI 



M d^"*^^^ '^^^^^^ .-^M^ A ^dMni^i 

^cA^fU^A^^^it'*^^ d| £^^4^ "iff^ f*^^ ^'^^t*^; ifl4^ *^^f*^ w^M^yl 

i^iAii Lm jOJLL /mi-wc / 



RECOMMENDATIONS 



l3j 
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SWDEiiT SERVICES 

ProjiCt Evaluation (Gmtinumd} 

INDIVIDUAL ACTIVITY EVALUATION 



ACTIVITY 
NUMUR 



EVALUATION 



^Cl^ JTi^ aA*44^ 4^^^ ^ .-^**4A. 




Jt^^AJ^ /¥\M^ /SMJ^'^iJL iJU-^^M^ Sn^ 
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student Recardm (Itmm 14) 



STUDENT INFORMATION CARD 



What Is It? 



7 



Ihe Student infoCTiation Card racorda the student's home telephone ^ 
niMitaerf addfeeSf emgrgen^ telephona nuntoer and transpartation 
arrangementa , ^ It also hae spaoe for noting sites, starting and 
eoifpletlon dates, Es^loration Paekage eompletion dat^ and employer 
/ instruetors for ea^ ei^loratibn* Wie reTOrse side of ttia eard has 
space for noting sites, a tar ting and ending dates. Learning Site 
Analysis Form oompletion, enployer instruetor and student 
evaluations. Skill Deyelopment Record conpletion and projeots for 
ea A learning level. - 



How If It Completid? ^ / 

Bie learning aide fills out thm first side of the.oard, and the 
an^loyer relations speeialist fills out learning leva! inforaiation. 



Where Is It Filad? 

Bie card is hole-pimdied smd kept in tiie enployer relations 
apeolalist's not^ook. ^ 



How Is It Used? 

The itudent information Card trades all student onsite work and is 
uaed by tha employer relations speoialist as a way of keeping tridc 
of various student information needed in the oourse of working with 
studenta and thMr learning aotivities in the eomi^ity. 

How Many Are Needed? 

One card per student per program year is required. 



CROSS'-REFERBNCE 



The Student Xnforimtlon Card is also discussed in "Site Utilization/' 
Employ Br/Comitmity RmBOurcBB ^ page 124, 



in 
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STUimNT SBRVICBS 



STUDENT INFORMATION CARD 

(S£dm Onm) 



dent ^Jjj Home whonm 3^i^4X iQ 

address ^^lM ^ ^H^d^ 

TRMSPOMATION AGREEMENTS 



ffl^ersonal Auto 
Sstudent Car Pool 



HT^itetropblitan Bus 
CS^ProgrTO VehlGl© 
H^Voluntear Adult 
Tt Othe r he^aJjt. 



EXPIDMTIONS 



Siti 



1. fiJh^ ^mei f/k 



2. ^^4^ 



3. i/\^M4ii^ 

5. 
6. 

a. 



S C 



Ml 



Camplmtmd 



Bmployez j 
Jnstructor_ ^ 

D 
E 
N 
T 



I 

f 
0 
R 
M 
A 
T 
I 
0 
N 



student Rmcords (Itmm 14) 



STUDENT INFORMATION CARD 



LEARNING LEVEL 



i i 

Sitm 


StMTt 


End 




SI 


Stu^nt 
SvAl , 


Sklll\ 


Project 




ii/s 






oJk 
























3. 
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COMMENTS: /dM^'s C^"^ ^k^— 0. jKo^k. SAy 4^*4*^ 
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SWDiSNT SSmrlCES 




MAINTENANCE VISIT RECORD 



snce Visi.'b RSGord form Ylslb pl&oas for noting Information 
gained by tiie employer ralatiOTS ipeeialist during weekly Mintenance 
eontaeta with sites being used by EBm students for learning 
aativities. 

How Is It Completad? v 

a© employer relations speolalist usually completes ©ne ea^ time a 
maintenanea contaot is made with an\enployar instruotor—eitiier in 
parson or by telephone , The BBS inquires ^out eadi of the 
oategorias shown on the fom and adto additional oonunents tiiie 
employer inetruetor ndght make about ttie student's performance. 

Where Is It Filed? 

" ■ • ^ \ 

Bie amployar ralatians spedialist keeps the Haintenanoa Visit Heaprd 
in his or her personal files* Some prafar to file it by site; others 
fila it by student. 

How Is It Used? 

tta fom is uaed to keep up-to^data information : on aaah student's 
ai^loyer/eonmiunity site axperieno md to pass that information to ^ 
dther staff as nacessa^. Most ©ften^ ttie IM will give a TOpy of 
the completed torm to the student's laaming managerr^ Bie IBS may 
also, refar\ to fllas^ of these forms whan ooHpiling evaluative comments 
for parant raportlng or coa^letlng tiia student's Regard of student 
Parfortianoe (see ^pendix D) , fiiis form also gives tha IBS a good 
reoord of all contaots made witt amployar/ oonmnmity site people* 

How Many A^a Needed? 

^ You will naad hn average of one fpmj par student for aadi week 
students make use of enployer/ooffloiunity sites. 

s \ \ ■ . \ ^ ' ^ ^" 

: \ - - - CROSB-BEFBRENCES - - 

Thm Maintmnmnam Wait Record 1^ alEo dlsm&Bmd in "Bitm Utilisation/' 
EmplotiB^/Coimmki ty RBBOu^ams t pmgm 127 • Smm almo "Canmr 
ExplQMtiimB^^ pmgmm 105--186 and "Lmmrningjs Skill Bulldinff LbvbIe/' i 
pages 277-327^ in Currtlculum s InBtruation for dmt&ilBd mxplanation 
of thm mjor kinds of sltm usms EBCE studmnts mKpmrlenam, 



MAINTENANCE VISIT RECORD FORM 



Site* 



Empi^tf Instructor Ag dAA^^Jy^ Student' 



IWEDIATE CONCEWiS / 

n Sahmdulm Q Attmndanam Q Attitudm 



LEARNINa PROGRESS/NEEDS 
Projmat Stmtm> stmrt 




Studmnt RmcoFds (Itmrn 14) 



Other (Bp^aify) 



■\ — ^ 



V 



Wd 



AativitiBB completod ^3 
NmJamr rmm^ining 



Job &killBi \ 
ADDITIONAL cSmMENTS ^ €^ i^^^^ 



*Site status,' rm MAF rT^^earning r^n^Prdjmat 

\ U mmplBtmd objBctivmB LJ written 
\ priori tizmd 

**Typo of si ita use I Q^^rger ajfpiorations Q hmArning Imvel 

i Skill building level Q Spealml plmaement 
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Riport student infOCTiation to identUi^d audiences 



The progrMn'e reeorda of student leaimin^ activities can neip serve 
the etudtot inforaatiOT nae^ of several audtenaes. For eKar^lei 
staff use reoorda to help -students plan their learning, basing the 
negotiation process on a knowledge of student work in the past r^nd 
at present I students haw aacess to their recGrds and can dieck 
see how tiiey are progressing toward meeting nrogram oonpletion 
■ requirements I md parents are guaranteed access to student records 
by law (see Item B, pages 87-68) and can dhe^ on their eh^ wren's 
progress and problems. 



STAFF INFORMATION-SHARING 

Zone progress meetings and zone debrief ings are staff sessions for 
simultaneously elicitingf sharing and reoording student information* 
l(M)2 holds sudi meetings approrimately twice aadi month ^ at which 
times staff discuss student progress and behavior and record the 
results of their discussion for purposes of negotiation and 
guidance* i 

Staff mentoers also meatl regularly in ottier ways to develop the 
curriculvmi and plM aativities^' includlrig learning mariager/employer 
relations specialist neetings to discuss student work* l^hen staff 
cooperatively fill out tiie Student Profile and P^wrd of Student 
Performance they'have opportmities to share student information 
and all staff may access inforrotlon from student record whenever 
necessary for planning or negotiation ofleawiing activities* 



REPORTING TO STUDENTS ' 

Staff /student interactions \keep students constantly infomed of 
toeir progress i these interactions include various kinds of 
conferences be^een indi^d\aal students and staff whidi allow them 
to review diagnostic testing, negotiate learning activities and 
resolve any beha^or probleM. Student orientation activities 
inform students of program reqm.rements and e^ectations* Students 
also have TOntinuota access to their own records diiring the school 
year wd see copies of ^ne Debriefing forms/ at the end of ea^ 
school year action zone. ? , 



132 



student Rmcords (Item 15) 



Aeaotmtability Writa^l^s and oohgratulatory post oar^ also apprise 
studenta bf pr^lams ar acoomplishments * Aceountability Write-l^s 
are prepared in response i to behavior problems: staff write ^ the 
forra# saoture tiie student's si^ature and tiie signatures of oAers 
in^aoted by tiie behavlDr and forward thm toxm to the student 
eoordinator* "Km student aoootmt^illty system speoifias a series 
of aetions tiiat are^tha \ instituted to resolve ^e pr^leni/ 
beginning with, staff ^ fereheas witti ^e student and student's 
parents. Staff also sand students post oa^ds to congratulate^ them 
on acbon^lishments in ttie prograa. Bie cards are handwritten and 
mailed to tiia student's home address ^ so ^at parents will also be 
apprisatf of ttie aooompllshment. 

Student Ratification of Portfolio Information 

students ejating the program raoeiva botii a leaord of Student 
Performanoe (portfolio) ^d guidelines for using the portfolio for 
post-progrMi pu:^osas* (See AppendiK D for a oomplete sw^le of 
the (CT)2 portfolio and thm student guidelines for its use*)' Wsen 
oonpleted Heoords of Student Parformimce are given to students^ it 
is with ttie imderstanding that the students have the right to 
eontaot program staff if they ^spute any portfolio oontants. 
Students are informed of this in the guidelines for portfolio mm* 

fhe student does not have Uia right to witthold data pertinent to 
aoadamlc records or attendanoe^ but staff judgments and ooiments 
may ba Aallenged, Staff do not nagotlate speciflo wording or 
alter wording to siut the student but will omit any statements to 
whldi th0 student has Enable objeotlon, 

Bie portfolio foras of rvitunalng students are retained at tte 
learning pen tar # md tiia data on those forms is reviewed by tiie 
students during their second-^year program orientation* Betuming 
students may also request staff to delete any question^le 
aomenta# 



RiPORTING TO PARENTS 



AtJ ttie and of eaoh school year aotion monB, zone Debriefing forms 
ara cor^leted by toe student coordinator and mailed to parents* 
In addition # parent eonfeMnces are sdieduled at toe learning 
center at least ^ioe aadi year Md more often for individual 
parents if desired by either parents or staff. During toese visits 
to the leaming center ^ parents are shown toeir students' feimiulative 
records from toe Master toTOrd Book and Individual Student Books. 
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STUDENT SERVICES 



Ttxm fitiBl Zone Debriefing form sent jtcK^rents at idia inclusion 
of ea^ s^Dol year incliides apecifia ^eGOiranendations for returninig 
atudents* Parents of eidting students see ttie student's copy of 
tiie Haoord of Student Performance as thejfinal report of student 
aehiavemaht in the program. 



REPORTING TO EMPLOYER/ COMMUNITY PARTICIPANTS 



Employer instructors gain an indication of student progress in the 
program aa they disciass the quality of a student's performanca with 
the eoployer relaticns speoialist during site maintenance ^sits* 
Other employer instructor activities su^ as verifying the itudents' 
Weekly Time Reports # filling out Skill Development Sheets with tiie 
students, completing atudent Performance Reviews and verifying and 
commenting on completed E^^lo^ation Packages and project activities 
help to keep enployer instructors inforMd ^out the continuing 
progress of the students with whom tiiey are working. 



^etency certifiers keep ttemselves apprised of student progress 
through tte process of certifying student completion of conpetenoy 
actii^ties and signing the Conpetehcy Record in each student's 
workbook, ihe learning resource specialist also meets periodically 
with GOEppetency^. certifiers to evaluate how the certification 
process is working and how students are doing, 
. s 

In addition, ali coBmnunity partieipants are mailed copies of 
program publications ^newsletters * for eKample) to info™ them 
generally of studBnt and program activities* 



REPORTING TO COOPERATING HIGH SCHOOLS 



student attendance information is derived from the weekly Sign 
In/Out Sheets and the Weekly Tiite Reports, ladi high school 
participating in EBCT will have its own attendance reporting, i 
procedures and requirements. At CCT)^? the siMaariied attendance 
data is sii^ly telephoned to Tigard High S^bol at quarterly 
intervals, ■ - . ..^ 



USING THE RECORD OE STUDENT PERFORMANCE 



Ihe Record of Student Performance is used to report student 
e35?erleaees to prospective employers, postseconda^ educational 




institiitiona# tihe milltaafy^ seeondaiy educatianal ediools to which 
students trmnsfer and the students thanBelvas* Bia portfolio also 
provides toe program's final record of student performance (see 
Xtmwm 6 and 7, pages 6 3^66 V and ^pendix D for full description of 
the (CI) 2 Qredenti^ling system and portfolio) * 

fteetl ng Appr oprl ate Deadl 1 hes 

Bie format of toe student credential mi^t be approved and adoptad 
in time to meat toe needs of toe first students completing or 
ekitiiig toe program md toe timelines of any institutions to which 
they may apply. For en trainee application ^ some colleges and 
imiversities need a aredantial s^mittsd by October of toe student's 
graduating year* State institutions usually have a Mar^ deadline 
for applications. Otoer than early preparation for college 
applieation^ credentials should be completed in time to be given 
to students as they leave the program, 

Bia student coordinator is responsible for liaison with high schools 
or postsecondary institutions receiving toe Record of Student 
Performance, If raqeivlng institutions need more aisistance than 
the School Placement information form (see Appendix D) in 
interpreting specific (CB) ^ program activities in terms of 
equivalent units of credit or specific si^ject areas / the student 
coordinator confers with the student's learning maLnagGr and 
enployer relations specialist to in-^erpret toe student's work 
according to toe receiving Institution's requirements. 



- - - ^ CROSS-^mFEWNCBS -^^^ — 

S&e "Guidmnaef" Itmrnm 6 antf- 7/ for further di&cuBsion of zone 
progrmMB nmmtingBf ^onm dmbrimflng meetings and mcaoimtmbility 
conferences, Jtam € of thm smmB section di&plmyB the 
congratulatory po&t card sent to parents^ 

"Site UtiliBatlonf" Employ er/Comiunity Resources , pages 119'^123, 
tremtB site maintenance visits by the employer relations BpecialiBt. 

"Conmunity Rmlationm Management S Organimtlon f pages 158-164 ^ 
deals with program pt^liaatlons and other communiaations that keep 
participating mnployerB mnd the geneml public Informed of student 
experiences, '■Coimtmity HmlmtlonB" also includes the various ways 
in which student informmtion needs are mst, pages 179-180 f and 
pmrent reporting procedur&M/ pages 181^182, 

Curriculum M Instruation trmmts infornmtion sharing as appropriate 
for Individual learning strategies ^^see the Steps to Follow pages 
for maqh section , 
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GUIDANCE 



In an EICT progr^^ student guidanca is a supporting and 
connecting set of experiences and helping relationships 
intended to insure that young people will gain meajiing from 
their e^eriences/ Guidance occurs continuously in the form 
of adult/student interaction for prescribing and evaluating'* 
Individual learning actiyities. All learniLg activities 
and accomp^ying adiit guidance encourage student 
resi^nsibility r self-direction, self-^awareness and continvial 
refinement of career and life goals, 

} 



WHAT EBCE GUIDANCE SHOULD DO 

1* provide si^port and encouragement to eac^ student in ways that 
are appropriate to Individual differences in ^ilities, 
learning styles and personal goals 

2* help studants learn to ifiterpret, internalize and act on 
infomation and e^^ieriences they encounter in the course 
of tAeir daily activities 

3, provide supervised esq^riences in taking increasing 

responsibility for decision making and dealing appropriately 
with the effects of tiiose decisions 

4/ encourage students to transfer the skills and attitudes 
associated with active, independent leflirning to the 
management of their lifetime growth as individuals and as 
menteers of society 



ASSUMPTIONS THAT UNDERLIE EBCE UUIDANCE 

In IBCE, student guidance cannot be a service delivered separate 
from the rest of the curriculum. To truly support student 
growtii, it must be contoined with instruction, 

EBCE guidance and counseling, should support every student rather 
than deal only with some students on a crisis basis. 

Guidance and career development are very closely allied concepts. 
We consider "career" to mean the interaction of one's ghosen 
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STUDENT SERVICES 



occupation, lifesi^ia, personal development^ citizenship and 
family responsibilities. 

Guidanc& cannot be delegated to one person or an of fine; it is a 
natural iMunan activity that should be shared by all adults who 
relate to young people in the prograin. 

Prdblmms requiring specialized attention should be referred to a 
person with training in tliat area, consistent with the EiCE concept 
that all resources are "faxr game""both at the learning center 
and in the conmimi ty^at-large • 

THE PEOPLE INVOLVED 

Everyone is involved in EBCE guidance . Since guidance is an 
Important aspect of alt^tudent learning, every staff person, 
a^loyer instructor, pdmpetancy certifier, community resource 
person and parent who comes into contact with a student serves an 
important guidance f miction in the normal course of EBCE learning. 

At the same time, one staff person, the student coordinator , has 
responsibility for overseeing all guidance activities='-both those 
l^iat occur spontanaously and those specifically developed for 
identified guidance puj^oses, With assistance from other staff, 
tiie student coo: ^ Una tor works to develop and bring together a 
variety of resources to support each student's development, 

RELATION TO CURRICULUM DESIGN 

Because guidance is practiced on a doiitinuing basis in thm context 
of student learning eKperiannes, there ar^ impbrtant parallels and 
considerable overlaps betwern guidance and otiier activities 
associf^ ted with the instructional model (see Curriculmn £ 
I ns triiction) Further , the broadest goal of the guidance component 
is identical to that of the entire EBCT curriculum design—that is* 
to facilitate the transition from youth to adulthood. 

Like the three curriculmn components , guidance is delivered in an 
^integrated fashion through various learning strategies. Guidance 
is diiscussed separately from instructional strategies simply to 
focus on it as an essential ingredient in the EBCB process of 
helping students integrate teeir experiences and the program's 
p?cpectationa into a meaningful whole/ 
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GuidancB 



Steps to Follow 



page 

Agree on natiire and purposes of EBffi guidance 143 

Specify adult responsibilities for 
student guidance 

Plan for contoining guidanee with the development 
of individualized student learning plans 



Provide for guidance functions in student 
recruitment and orientaci^n activities 



Eft^lish relationship between guidance functions 
and Student Accomt^ility System 

Share and record guidance interactions and 
responses made by staff ai^d other adults 

Involve parents in student guidance 
decision making 

Refer students to external agencies/individuals 
for special guidance needs or probleins 

Encourage evaluation of guidance factions 
through year to assure consistency with 
curriculum design 

Respond to individual student guidance needs 
til rough contoination of appropriate guidance 
activities 
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Plan student retreat and other group activities 
through whidi persoialized student guidance can 
be delivered 
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GuidMnaB (Item 1) 




Agree on, nature and purposes of EBCE guidance 



EB^ guidance takes form of activities and interactions bet^'een 

all progr^ adults and all students that help the students gain 
meaning from their experiences. These helping relationships are 
intended to provide ti\e emotional support yoimg people seek as 
they integrate their experiences ihtd a more personal understanding 
of thiemselves and the world in which they live* 

EBCE guidance ia conditioned by the same set of concepts and 
convictions that shape the entire curriculum design: that student 
interaction with adults in realistic conmiitf*ity settings will 
stimulate their decision making skills , encourage tiiemto accept 
responsibility for their actions and better enable them to make 
career and life c^cices. ttius, EBCE guidance cannot be confined 
to an office labeled "counselor" or a response of last resort. 
It is ongoing and pervades student learning activities in the 
community. 

Thm overriding purpose of giiidance in EBCE TOincides witii that 
of the program as a whole i to help ^oung people make the 
transition from youto to adultiiood by recognizing and responding 
to individual abilities # goals ^need^ and differences while 
acknowledging SQciety's expectations* In shorts guidance should 
help students develop themselves as individuals witiiin the 
broader societal framework , - 



GUIDANCE TOWARD MEANINGFUL ADULTHOOD 

Precisely because helping each sti ient "become an adult" is what , 
EBCE is all ^out, educational and eomm\mity es^eotations for 
adulthood fOCTi tiie backdrop for individualization of all student 
learning and student guidance. 

To approach a workable statement of society's needs and standards, 
{CT)2 looks to its local coimnunity as the source of the value 
systems within which young people are expected to function - 
After three years of interaction with t^e Tigard community, (CE)2 
has arrived at six basic diaracteristics considered essential to 
adulthTOd and has outlined general ways in which community adults 
and program staff can help students practice these skills during 
their program e^eriences (see following page) . 
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C0f4MUNITY EXPECTATIONS FOR ADULTHOOD 



IMPORTANT AKJLT CAPABILITIES STUDENTS MOVE TOWARD ADULTHOOD BY, 



1 



An adult is to s^aky 



hn adult ip ^eady to take 
re§ron§ibility fer actiens. 



3 



An adult li to initiatt 

and sustain human 
intaraetiena * 



le^rnJrg to ^Merific^ an immdi^tm SMtLsf&ction 
in faVi^^r of a delsy^dt long^tmrm MStis faction 

clarifying goals and moving t^ard th&ir, 

ptsictleing dmcision mking Bkills 

rs^gni^ing vhy th^y are r#guif©tf to do certain 
thifigs in the pregram, the sonmimity and sQcio ty 

taking Motion and dealing with ^wsulting 
conssguenoem 

m^petionQing responsibility yfith incrs^sud 
prmdiotability and control 

d^v^loping #oeJai aiifdrentJs/ exploring a 
variety of sociai mtylmm and vaiuss in Mdditian 
to £Aos# of t/ieir p^cr group 

Appraising self and improving smlf^voncspt 

dmvmioping intsr^ctioh skills 

tri^ting othmrs and fueling trustworthy ^ 
satis fying own needs without hurting others; 
sOimtitfms s^eri filing own satis faotion to help 
pthei^ 



An adult is abl# to use 
leisure and disoretiQnary 
tiffle in a latisfaetory 
manntrs 

An adult is capable of 
s#l f-support. 



Art adult ii able to contend 

with thg complex details of 

mrtdgrn life In a sueeessful 
manner < 



achi%.'Ang a balance among personal/social/ 
eoonomio/politiaal interests and demands 

besoming more mfare of spmmuhit^ resrs^tional 
opportunities 

personalizing occupational and educktion&l 
informMtion 

iht^r^ctin^ with represont^tiv^m from the 
world of work 

imderstsnding psy^ological benefits of various 
Ciireefs (for examplet pride in wsrkt smrvice to 
others f self-satisfaction knd fulfillment) 

clari fying career goals and acquiring 
ex^rience f knowledgQ and Bkills 

identifying psrsonfil strengths and dmficiensies 
in Basic SkillSi improving Bamic Skills in 
relation to own [^tential carmsr choice 

e.MperiGnc.>.^iy ihe pleasure of imnipulating real 
objeots purposefully , of making things happen 

sseking out him^n and material resourcms in the 
aommuni ty 

mderstanding conimunity expeotations and 
gaining csrtificmtion of compmtmncies 

estabXishing 3 degree of persokal certainty t 
continuity and predictability 

acquiring survival and time managensht skills 

learning the territory g being able to nsvigate 
itf to make it work for them 

pursuing learning 3 life^long activity 
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Guidanc..* (Item 1) 



Appearing in m^y ways in toe individualized learning activitiea 
negotiatad betwaen sttMants and adults on a daily basis, these 
community eKpectations also be coma gui dance outcomes for the total 
curriculiffii, Biair broad content and direction is reflected in toe 
"program outcome goals" formally identified as (CT)2's primary 
expectations for its students* 

r 

- — CRLJS^REFERENCES — — . — 

For SL r&mindmr of Qssenti&l program elements and of EBCE aurriaulum 
design, see the ProgrAm Overview packet. 

(CE}2*^, progrmn outamiB goals arm pi-inted on pages 14-16 of the 
Ciirriaulim & Instruction handbook. 
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^ Specify adult responsibilities for studant guidanGe 

2 



EVERYONE GETS INVOLVED 



student guidance is carried out cuoperatively by staff and community 
adults during^air day-=to--day interactions witii students* 
Virtually every adult with whom a student cpmes in contact while in 
an mCB program serves a guidance role. 

Program staff share continuous responsibility for 
. supporting students in ways that are individually 
appropriate and for helping toem gain meaning from 
everyday earperienc 



Parer ts continue '^eir major role in toe student's 
educational and behavioral development, Biey are 
encouraged by staff to participate actively in their 
sons' and daughters' educational decision making an^ 
personal qtOMth. 

Employer instructors ^ toe student's prima^ contacts 
with the comnunity environment, have a daily impact on 
cognitive and affective growto and are role nwdels 
students can observe as they ^develop values, goals and 
personal lifc^s^ylea* 

Competency certifiers i tutors and other community 
resource people also help students encoimter and make 
choices abd^t conanunity mores and es^ectations. . 



Specialists from the local high school and/or local 
coimseling agencies can be called on to work with 
students, program staff and/or parents to provide 
indepth professional help in resolving particular 
student problenis. 

Guidance at (CE) 2 particularly relies on adults in toe conmiimity 
to Inject realism into the growto of toe young people in toe 
program. Adult participants in EBCE represent most clearly the 
"establishment" of which these youths will soon be a part. All 
adults help students ei^erience toe comnunity as (a) toe source 
of the value systems witoin whi^ its citiiens are expected to 
function I (b) a collection of individuals from whom studehts can 
learn ^out indiyidual differenc.es and a diversity of lifestyles, 
personal preferences and occupations; and, toerefore, (c) a logical 
resource for students to use in achieving program and individual goals 
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Guidance (Item 2} 



Because f\^dMce is a shared faction, all adults involved in EBCT 
must be alert to tJie OT^lementary guidance fimctions of comiseling 
and planning and monitoring student growth. Couneelinf involves 
es^loring areas of. personal interest and possible career Voices 
with students and helping tiiem understand their responsibilities 
to toeMelveSf toe program and ttie conmiunity. Individuals 
interagting with toe students must present a haaithy role model for 
students and be^ willing to listen to and assist them with problems 
they noCTially encounter as growing and dianging yoimg people. 
Planning and monitoring activities include all those actions and 
events necessary to assess^ prescribe and evaliiate individual 
learning plans for ea^ student and to help toe student integrate 
learning ea^riences into a more unified sense of aelf and direction, 
^us the events and activities of learning plan negotiation shape 
toe Erection and content of boto student learning activities and 
the personal and educardonal counseling provided by adults. 



HOW GUIDANCE IS SHARED 



^e counseling function is distributed equally among all program 
adults~staff # parents # employer instructors and cononunlty resource 
persons alike- Ultimate responsibility for instructional planning 
and monitoring is retained by EBCT staff menders; parents and 
employer instructors take the lead in certain speciixc planning and 
monitorihg tasks, , 

Employer Instructors . ' 

Employer instructors fill central roles with EBm students and have ^ 
an important shar^ of EBCT guidance functions. Immersed in toe life 
of toe community and occupying ttiore neutral roles toan eitoer 
parents or teasers, enployer instructors are uniquely suited to 
influence toe values of toe yoiing people who come to toeir sites, 
Ihey provide the tauch with reality toat makes student decisions 
about careers and education valid and possible* lis serve, as 
mentors^ role models, guidas and evaluators. Guidance received 
from toe employer instructors who work wito. students is as 
significant am t^e basic* life and career skills toey help students 
realize. 

The vign&ttmB diBplaymd on thm fQllawlng pages hmlp lllmtratB thm 
importmam of Bmploymi' InBtruGtor guldmncm. 
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SOME EXAMPLES OF EMPLOYER INaTRUCTOR GL I DANCE 



In addition to serving as inBtruatorM , mmploymrs rrmy also become 
students' rolm modmls and fri&nds^^oftmn to their own surprise ^ 

Early in tiie year a junior girl selected an exploration as a 
saaretary in the office of a local court judge ^ an astute 
professional woman with teenage dhildren of her own. As the girl 
proceeded with her learning activities, the ^L'ige helped her 
with reading and interpersonal skills as well. Encouraged by toe 
judge's obyious interest in her as an individual, the girl stayed 
at the site for a learning level and pi Dject activities* As a 
rejult of interacting with the judg^ during the next few weeks, 
she becM© more confident of herself as a person and decided to 
join a weight-watting group so she could more comfort^ ly TOet the 



In another instance, a young man with a history of difficulties in 
relating to unfamiliar acalts at learning sites found a friend in 
his employer instructor at a local restaurants This relationship 
sparked an interest in restaurant operations and management, 
around whi^ individualized project activities were then written. 
We employer instructor volunteered as tutor for site^related 
math problems and spent many hours supervising the student's 
es^eriences in all phases of restaurant work^ At the end of the 
student* s site visit he proudly accepted a job as the swing shift 
assistant manager. 

Employer Ins true tors often need perception and resourcefulness to ' 
integrate a student BUccesBfully into site activities while 
attending to the student's individual needs ^ SometimB the 
employer instructor literally has to be able to read bemeen the 
lines' 

One girl, frightened by the prospect of her first site visit, 
defanded her reluctance on the basis of her lack of office skills, 
employer instructor needed to spend only half an hoiir with her 
on a tour of tiie facilities, however, to ^serve that ^e girl was 
very shy about meeting new people and having to converse with them. 
Not wishing to force her too guiekly into uncomfortable situations/ 
the El arranged for the girl to begin her e^erierides at the site 
by working with the telephone receptionist. The El hoped that 
dealing first with people over the telephone, rather than face to 
face, would help the girl relax and overcome some of her shyness. 
After a few days, the student was noticteitoly more comfortable 
with the office staff and began to pick up skills \^eful to tiie 
job. She is now learning to type independent materials from the 
learning center and often goes to her job site early to practice 
and have coffee with her new friends there. 
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EVERY ADULT CAN BE A COUNSELOR 

Employer site experimceB regularly help studentB drnvelop 
a rich battery of career-related skills. They may also 
effect Bignifiaant Ganges in a student^ s personal 
bBhmvior and self-image — a fact recognized by t?ie EBCE 
concept th^t every adult involved in a student's learning 
is also a "counselor." 

A "bri^t but quiet" student aspiring to a medical career 
selected a learninf level at a dentist's office* He was 
qmok to learn many aspects of his employer instructor's 
job^ from filling teetii and making plates to office business 
operations, Saveral times he even borrowed his El's texts 
for further dental science study. 

At tJie same time^ however^ the studsnt's shyness and lack 
of self-confidence, evidenced by hip shaking hands and 
agitated behavior when required to interact directly wito 
patients or staff # prewnted him from participating .In tte 
full range of experiences available to him at ti^e dentist's 
office* Noticing tiiese behaviors, tiie 11 began arranging 
the student 'f activities to bring him gradually into more 
contact with patients* One exercise he devised was having 
the student concentrate on looking patients in the eye and 
touching their shoulder while speaking to them* To 
iyitegrate behaid.or inprovement still furttier witii 
e^erienoea, verbal oonfflainiication and vocabulary building 
objectives were written into a science Life Skills project 
on "what it t^es to be a dentist*" 

Responding to an evaluation inquiry, tiie dentist observed 
that the student "has become more relaxed and outgoing with 
strangers as well as the staff here* Perhaps the single 
most iiiportant item was allowing him to assist in ahd 
actually be a part of sowm situations..*! feel thati his* 
being around and involved in some pressure situations has 
given him more self-confidence*" Ihus, by combining work 
on tiie atudent'e personal insecurities with practice in 
career skills^ "me dentist not only helped him improve his 
self-^conf idence out also better prepared him for the kinds 
of situations he mWt face in "real life" medical practice, 
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STUDENT SEEVICES 



Parents 

Parents of (CT}2 studants are actively encouraged by staff to be 
particip&jits / not just observers ^ in tteir teenagers* learning 
prpgress and personal growth, ^ey often help deliver learning 
activities^ roonitor target dates their students have set and 
help to evaluate the program's effectiveness for their son or 
daughter (and for all students) * 

{CE)2 staff try to help parents support, ^eir son's or daughter's 
learning plan* Parents and staff confer frequently about tiie 
student's learning progress* renegotiation of learning objectives 
and general personal dewlopment. Parents' opinions and 
suggestions are always sought. In shorty parents are considered 
by staff to be important resources in both student learning and 
guidance. 

Program Staff 

Itained professional staff at (CE) 2 develop learning activities in 
partnership with students^ parents and other significant adults in 
t^e co^unity. Virtually all guidance-^related t^sks will be shared 
aniong staff. Depending on distribution uf work loads, various, 
individuals siay take tiie lead in activities related to their areas 
of ei^ertise* 

flie program adadnistrator works witii all progrm staff to 
sat policy and make individually appropriate decisions 
regarding student accountability. 

Learning managers negotiate student learning agreements 
within program requirements and help students 
continually address their personal/social, behavioral and 
commtmication skills* ' 

Employer relations specialists encourage appropriate 
n^nf^^^nt behavior and general progress at employer and 

L - ZB& and counsel students regarding job site 
ion and future occupational Interests. 

ThB learning resource specialist helps students use 
community tesouree personnel and agencies, and supports 
appropriate student behavior, 

Ihe student coordinator serves as a catalyst for 
guidance services and a referral source for students 
and staff, 

H'i 
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Guidmnam (Item 2) 



Overall, EB^ staff raenibers shara responsibility fo^ being 
generally attentive to each student's needs and growto in the 
program and for helping students mderstand and benefit from their 
e^eriances. TOey fulfill roles as f aGilitators , planners ^ 
managars—always negotiating in an enargetic and even aggressive 
fashion the relationship between what toey know ^out the student 
as an indi'/idual and what EBO: outcon»s ara as^ected. 

To guarantae consistent arAd ecuit^le traatmant of all studants, 
ona staff person should take responsibility for coordinating the 
independant guidanca efforts of other staff and adults and for 
referring individuals to resources appropriate to their naecto. 
In (CM) 2t the student coordinator perfoms this fimction by s 

1» providing program infomation to and interviewing 
prospective students^ including comisaling with 
tham about IBCE during student rebruitmant 

2. gatoering assessment data and sharing it wito staff 
znanibers and students as appropriate 

3. sharing information arong staff regarding student 
behavior and personal growth 

4. implementing the Student Accountability System on a 
daily basis and participating in student/staff and 
student/parent conferences 

5* tapping resourcas (human and material) needed for 
student post^high s^ool planning 

6. es^laining to participating adults those counseling 
and TOmmtBiicatiQn te^niques that will enhance their 
interaction with students 

7* participating in periodic group counseling and/or 
guidanca activities, including toe student/staff 
retreat and special problem-^oriented group meetings 

8* using external agancias and individuals as rasources 
for special student needs 

/ ■ 
BRINGING IT ALL TOGETHER 



In sum, EBCT staff and all program adults must work to insure 
that each student receives maximum benefit from the program 
through whatever zneans are apprepriata. Advising, instruction 
and coimseling will be necessary at various times* Contoinations 



STUDENT SERVTCES 



of teehni^ae, people and rasourGas will Oiton be necessary and^ 
staff must develop and bring together the trc v^ ounces nhat will 
best help each student (see also Item 11, p^_/g XB9) ^ 



^ CROSS-REFERENCES — 

Sefr "PBrsonnel," MAnagement & Organization ^ pages 50-57^ for 
aampletm rale deBariptionB of (CE)2Staff. 

Employer instructor r&B pans ihili ties are discussed an pages 
159'163 of "Site Utilization/' Empl Qmr/Commm?d fry Resa vrnt^^ . 



Thm mevBrml informal and soalal oaaasions for (CE) 2 staff/parent/ 
studant interaatiori are listed in "Cormmiity Relations/' ManagBment 
S Organization r pages 179^182. " 

Parent reporting procedures arm introduced in Item 8^ pngms 183^186^ 
and discussed further in "Student Records /\ page 133, 
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Plan for confining guidance with the development of 
individualized ptudent learning plans 



THE LEARNING PLAN CYCLE 



While guidance toward adultiiood happens naturally in toe day-to- 
day interaction of students and adults, it is also eKpresily 
planned for in the processes used to develop individualized 
student learning plans* Each learning plan conference or activity 
is shaped by a logical cycle that begins wi to and returns to the 
individual student's moti^irt^n, capacity for self-understanding 
and decision making, l ^e fou r basic phases of toe cycle are 



finding out w| 
she wants to 



pe the student 'is now and where he or 
U assessment) 



up a\olaji for getting from "here to "there" 
( pres crip tlgiu 

locrfcing bade over what toe student has done to see 
if he or she has accomplished what was planned 
(evaluation) 



reflecting on, discussing and syntoesiiing toe new 
learning ( integration) 




^ 
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STUDENT SERVICES 



NEGOTIATION AND THE LEARNING PLAN CYCLE 



throughout the cycle # learning plan activities # resourcei* criteria 
and timelinea are negotiated between the student and .an adult. 
Negotiation oon^ues adult e^erienaa and ei^ertlse and student 
aalf-'knowledge in a joint effort to hslp—or guide^^the student 
toward perional goals, ^ i ^ , ' \ 

By building the strdoture of eadh learning plan tiirough negotiation, 
IBCE in effect offers a system of cheoks and balanees for \ 
individualized and conrounity-baeed eduoation * Students ar4 able 
to articulate It^dividu^l differences and follow through, on /plans* 
AdultB**^botti pKQnrM staff ^d people from ttie conmunity^^a^e able 
to respond d^ .tly to eadi student in tiie development and pursuit 
of learning activities and to help students m^e their decisions in 
the larger contaxt of adult and eommunity as^egtations. 



Step Ona: Studant Assessment j 

Assessing what you have to start with is an important firs^t -step 
to ^y dealsion making or growth activity* Using a variety of 
information aouroas^^lnoluding studant self ^assessments / 
aCGOuntd^ility reeor^i performance reviews # Basic Skill^s 
assessments, Eona prbgrass mea tings and zone dabriefingf "Staff 
and student togethar address ^e questions i 

I J, Wiat hmvB I alr&mdy tried and know that I caj^^ do? 



2* Whmt do r likB to do? 

t 

J* What am J ampahlm of doing? 

4* What i& important to me now and for the iuture? 

Whatever tha assessftiant 's najor focus^^whetAer ii^ tiia Basic Skills ^ 
Life Skills or Career Development araas^r information is gathered 
about where the studant has come from, where he or she is now and 
what kinds o| things look appaaling in tiia future* Special 
lattantion is givari to the student's ideas about "self" arid 
considerations such as leaming style preferences that will affect 
learning, ' 

During si^saquant negotiation of individualized learning plans* 
tiie IICT staff's professional judgmant is backed up by accurate^ 
current Md ob jaotivej ^nfoCTation about tiie student pravious 
e?^eriances, personal ^aracteristics ^ aspirations and pTOgrsss 
in all program learning activities* . 
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Guidmncm (Item 3) 



Step Two: Prescribing and Implimenting Learning Activities 

Following the initial aSMessment phase, student and staff ™i^er 
negotiate learning goals, activities, parfomanGe criteria and 
rosourcee that fit the student 'a identified needs and expressed 
"'"Interests* An Important gi^dance responsibility for staif at this 
point is to help toe student creatively design a plan that will 
memt both learning and personal development goals* 

This prescription for the student's learning plan, career 
investigation and time utiligation draws on r assessment information 
and relates directly to^ program structure and goals* The student 
works with the staff person to m^e the first several goals short- 
Itekro and highly specific, At the same time, they discuss how 
\ achieving these goals will relate to tte student's long-range 
career and- life time aspirations, 

TOie student individually sets out on the course of action 
negotiated with "^e staff nentoer and works to accomplish the plan, 
testing the relevancy of goals through interaction with many . 
different adults to share info«nation and personal experiences , 
negotiate tasks, utilize resources, learn skills and gain 
knowledge * / 

Ifiroughout, tAa student is encouraged to speak up when particular 
activities prove to be too difficult, nonproductive or not 
satisfying, ^is freedom to renegotiate specifics of the learning 
plan is vital to success of negotiation as a guidance process. 

Step Three:^ Evaluating Each Student 

Evaluation looks at what students have done to achieve the goals 
they set for themselves* It is ba^ed boto on adult observations 
of student performance and on the student's self ^evaluation* 
Evaluative feec&adc and debriefing conferences are Required for 
all leiarnlng strategies. The student and an adult discuss 
evaluation, iiipli cations for the st;udent's plans and\possible 
changes in behavior the studeni might want to make, ■ 

\ 

On an informal basis, staff, employer instructors and\other adults 
have many opportunities to talk with the student ^ou^ perfomance 
and growth. An important part of evaluation is its enph^sis on 
the student's increasing ability to reflect on first-hand 
experiences^-to see .the results of decisions made and to assess 
the effects choices have on shlf^concept, personal relevancy and 
11 f^styl^e/ career aspirations, 

/ , ' ^ ' ^ \ I 

Because it brings together the student's own inpresslons With adult 
observations and causes boto participants to review and reflect on 
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STUDENT SERVICES 



tiie learning activity^ evaluation blenda nattirally into the /> 
aulminating phase of tiie learning cycle—integration. 




Step Foi|r: Intigratlng Expirlences 

Integration of learning experiences oonsista of the s^^'dent's 
internalizing the ej^erienoe-^^geeing tiie relationship^tetween 
parte and t^e whole ^ refining goals ^ formulating a ^jew prescription 
when appropriate and understanding the implication Of the eKperience 
for future actions * 



After ea^ learning activity and during the evaluation interview, 
the student examines 'accompliahments , personal talents and interests 
imd looks again at tentative career and life Is, For eKamplSf 
many student projaots end witti critical think^4ig 4rap-up aGtivities, 
which involve a diacussion by the student and learning manager of ^ 
project activities, ttiasa wrap-ups are e^^ressly ai^d^at-hrtplng^ 
the student put racent activities into a broader--^pefapactlve^--^_^^^^ 
Similarly I student and enployer instructor discuss the broad 
implications of their avaluatibM of one another during onsite 
performance reviews J . 

As the student refines and/or modifies declsiona baaed on 
Integration of aa^eriances, the cycle repeats itself and the 
student again maets wltii a staff parson or ottier adult to 
negotiate new learning goals on the basis of past ej^arlences and 
present sense of self^ as well as future goals* 



As the students gain ej^erienoa in using this cycle, toey are 
encouragad more and more to take the initiatiye in arranging 
maa tings and proposing terms for nagotiation. \Thay bagin to , 
struct^e, plan and ttan nagotlate ever larger segments of thair 
learning and to take greatar reaponslbility in meeting tarms and 
target dates and accepting tha consequences of their behavior. 

As students become more lakillful at negotiation^ t^ey come to 
understand the benefits of tfie process , internalize it and transfer 
it consciously to other life situations, it becomes their systems- 
one diat works for ttem again and again ^ one that makes personal 
success more obtainable on short-^temi and long-term bases alike. 

Ihus, although listed ^as ^e final phase of the cycle ^ integration 
occurs all the time. It is going on during the entire process of 
assessir^.nt# planning^ evaluating and following through on courses 
of action. It is very much what guidance is all about i helping 
th^ student understand and benefit from e^eriences • 
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Guidmnce (Item 3) 



SOME EXAMPLES OF GUIDANCE AND NEGOTIATION 

/ ^ r 

Although EBCE Is based on the premise that student learning 
will oaaur as much as possible in the aomimi ty / it is not 
always easy for students to t^e th# initial plunge into 
the working environments Sometimes the employer relations 
speaialistB are hard pressed to f±nd soimtining that will 
get the student "out there.- 

One boy dito't have any ideas as to what he would like to 
as^lore and eited listening to rock muaio as the only thing 
ha really enjoyed doing* Taking tiiis interest in rock 
music as a "thread" that tied into the field of audiovisual 
media* toe employer relations specialist suggested he 
es^lore a small firm that produced radio and television 
conunerdiala * In pursuit of tiiis "tiiread^" the student 
began a project in sound effects but had to curtail it 
when a major co^orate reorganisation prevented his. 
finishing work at ttat site* At this time, toe student's 
ea^anding interests led ,him to explore the electronics 
behind "rpck sound" at anotoer firm. By working with a 
tutor on advanced mathematics # he was also' ^le to refine 
his tediniGal grasp of media equipment and electronics in 
general. / 

Onae the student is at an employer sitet continued guidance 
by staff well as employer instructors is needed to make 
the sttik^pt's learning personally meaningful , 

Convinced that he wanted to becoM a disc jockey* one EBffi 
student began a learning level experience at a local radio 
station. After only a few days of tois es^erience, he 
realised that he did not enjoy sitting in one place all 
day "jtast playing records and talking into^ a microphone, " 
He wanted to quit the site* but his program commitments 
obligated him to remin and cohiplete the learning level* 
Searching for something to interest him* toe employer 
instructor suggested that toe student assist in preparing 
toe evening waatoer nm^si ^Gradually he became interested 
not only in news broadcasting but in toe science of 
meteorology^ After discussion wito his learning manager 
Mnd employer relations speoialist back at toe learning 
center, arrangements were made for him to do a Life Skills , 
project called "Understanding Our Weatoer," As a result of 
toiri project/ the student developed a sophisticated grasp 
of toe scientific concepts widerlying waatoer phenomena and 
was able to conclude his^learning level wito the 
satisfaction of having lived up to hie site responsibilities. 
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BWDBNT SmVICEB 



SUMMARY OF ADULT SUIMNCE 
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CROSS-REFERENCES 



TJtm EBCE aurriaulmi and 'J.mrning strategies are trmMted mxtmnslvmly 
in Curriaulum ^ inBtructlon/ development of Individualized 
Imarning plans AppearB on pages 95-100 of me "learning Plan 
Negotiation" se tion of that handbooks \ 

aMBemsment inxortmtion im collected and compiled for use by 
all Btmff"bo^ at the time students enter the program and 
periodicMlly thereafter—lB alBo descriii^d in "Learning Plan 
Negotiation^" Curj^iculum B InBtruction, pagem 54-65, 
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Provide for guidanca functions in student recruitment 
and orientation activities 



Smm "Program Entiy/Exlt" for dmtmlled trBrntment of student 
re cr ui tni&n t and ori an t& ti on proem d urea * 

STUDENT RECRUITMENT 

' ' . . . ' ' \ 

£BCT guidajiee bagins during student racruitroent activitiea whan 
staff describe tiia program to intarested students so thmy can decide 
whether IBGE is a suit^le alternative for toem. itudents' "gmdes" 
(advisors) for this decision are their parents ^ high s^ool teachers 
arid comiselors^ friends arid«for the first time-^^EBOS staff. 

Staff making raQruitment presentations^^a^t (ODgf Wually the- — = 

^tudant\ coordinator—should 

1* recognise and convey tiie significance of EBGE dioice 
as a personal decision based on self^know\edge ' 

2, provide enough infoCTiation and suppbrtive contact 
for students and parents to be ^le to make the 

I decision 

3. follow through with individualized student 
conferences regarding their eKpectatioris and whether 
EBCT can tmrnt them • 

'ttiroughout* ass is tan ce should be provided students in considering 
the compatibility of their goals as individw'^s wito the challenges 
anticipated after they enter EBCT. 

\ = STUDENT ORIENTATION 

■ 1 v.. . 

■ - . • - ^ ■ ^ 

Orientation activities give students their first "total sensation" 
of the EBCT program. Staff should tterefore keep tiiase guidance 
implications in ly^di 

1. Ideas and facts presented during orientation should 
include ttiose that shape EBCT guidance (for eKample, 
responsibility^ decision making^ negotiation^^ self- 
awareness) . ^ ' 
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Guidingm (Imm 4) 



2. Students' introduct©^ learning activities should 
inoor^^rate baale Gooperative and negotiative 
interaetians witii adults « 

3* During all orientation aotivitiai adulte ehoulH ba 
rea^^ to provlda support and followup. 

One (^)2 ^taff TCnber awned up perhaps the most inportant 
guidanoe purpose of studant* orientation i 

We fmml it ib rmmlly importMnt to build po&iti^, 
trmting TmlMfdonshipm urith Btudents immdimtmly mt thm 
flrmt of tte year. This gives tiiB Btudent aonfidmnoB 
in you and form a good bmmis for nmgotlatlon mm time 
goeM 

requirBH 



wm on* BtudBntB asm Mccept firmer trBatimnt rBgarding 
juirBnmntB if they JbamioMlly b&limvm in yotJ and 



Wb khoWi of aourBmf that you 
you WBnt young pBOplm to iBArn and grow"you' vb got to 
be willing to follow Wiro^h with th# natural 
aonsmguenams for thBir actions, But it is ijnportant 
to BBtmblish right away and reinforoe as yoii go along 
that bMBiaally you bellBvm in the student » 



'V ' 

\ 

I 
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StUDENT SERVICES 




Plan student retreat and other group actiyities through 
which personalized student guidance can be delivered 



All group aotivitias sarve a basic guidance f unction i tiiey bring 
adults and students together to integrate the fcitei and pieces of 
their everyday aetivities^-processes su^ as pr^lam solving, 
infon&iitian gm^mwing, and decision laaking-^throui^ interaction 
with one anathar* \ 

Bxajoples of su^ groi:^ activities diseased elsewhere in ^e 
guidMce narrative include (a) student recruitoenti (b) student 
orientation and (c) 2one conferences (see page 181), 
Other group activities of an instructional natitfe tiiat provide 
intaractim and fee^a^ essential to EB^ guidaiAce include ^e 
following s 

1* employer sentinars 

I 

2, group projects 

h* ej^loration debrief ings with the employer relations 
specialist 

4. occasional group competency certification 

i 

In addition^ student/starf^ retreats and small group meetings 
emphasize infomal interaction for pu^oses othea^ than instruction* 



STUDENT/STAFF RETREAT 



Soon after the beginning of school , {CT)2 students and staff 
retreat for a few days to "get away frpm it all/'^^frum everyday 
schedules, daily patterns md interruptions-- and focus on 
themselves as a communis. Togetiier they pursue a variety of 
activities intended to help everyone become friends, build group 
feeling, sharpen grovp problem solving skills and open up channels 
of coimnuniGation and trust-^channels that can then be used 
throughput tlie year. \ 

, 'fta retreat involws a nontoination of pluined or scheduled activities 
and free tune. Optional activities and unstructured time are built 
into tihe agenda so that everyone can get to know one anotiier. 
Planned activities provide opportunities for students to practice 
decision making skills and group problem solving processes* Thm 



amdmnm (Item 5) 

\ 

groi^ works togather to apply tiiese iJcills to real progrMi problems 
and lieuee. In shorty ttie ratreat beeomes an important interaction 
and trust-building tinte that sets the tone for staff/student 
relationa tiiereaftar« It servee as an axoellent op|»rtunity for 
etudants to gain skill in group proceiies audi as problem solving^ 
whioh tiiej^ oan thai apply again and again to real program iaauea 
and oongerns for the reat of the year. 

Agandaa from two (m)2 student retreats held in tiie fall of school 
years 1973-74 and 1974-75 appear on the following pages- Neither 
is intended aa a "typical" retreat formati however^ each auggesta 
student/ataff activities consistent witti retraat pu^oses* 
(BxplmnmtlmB for undmrllnmti mgmndm items mpprnmr bmlw^) 



EXPLANATION OF RETREAT ACTIVITIES 

ae Milling Aroigid Activity ia intended to halp students eirculate 
among aa many otiiar menbera of tiie total group as possible to 
become generally familiar with everyone else. It enoouragea uae 
first 6f verbal and then nonveAal oommmioation techniques to 
greet othera and gives atudenta practica in guide groi^ formation* 

Group pr<Alem solving throu^ information sharing and cooperation 
is tiie focua of tiie Bmrnl Estate Activity t Stuaanta work in teams 
to memorise and use cooperatively diffe«nt pieces of information 
(maps) r all of whidi are neaded for ffie team to perform the 
activity (solve the problfim) * ^ \ 

QiQose an Isaue and ComS Up witii a Solution s Idan tiding major 
iaauaa within specified topic areas and hypotheaizing solutions 
to them halpa groups of atudenta converse an»ng thamsalvaa and 
reach a consensus through an informal axchanga of ideas* 

Fiva-meBi^er teams are assa^lad for the Five Square Exerciaa ^ which 
amphaaizes nonverbal , commimication and cooperation during problem 
solving, 

lha fOwer Building Acti\dty again\ forma students into teams to 
solve a prcblem, but tiiis time wiUi an interesting to^iati in the 
mddle of their efforts, it is imajq^ectedly announced tiiat t^ay \ 
mu^t join another group to continue tiie activity. Team TOiribera 
are faced witii adjusting their gro^ problem solving 

strategies to acconmiodate a taam now doi^led in siza. 

' \ ■ -^'^ \ , ■ 

V 
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STUmNT BERVICES 



1973-74 RETREAT AGENDA 

Iffedniiday 

3i00 p.m. Depatture by Bus to Meiiueha 

^^30 Arrival at Cai^ Manuoha 

4 1 30-5 1 00 Settling In and Unpaokinf 

5i00-6i00 General Meeting; Introduetion to Ca^ 

6 s 00-7 s 30 Dijmer * 

7 i30-7i40 Intreduetion mnd Getting. Agquaintedi Purpose of Retreat 
7 1 40-9 1 30 Aatiidtiesi Milling Arowid f Herie Trading 

9^30 Music * BfiMhrn, Qmakm 

Thufsday 

aja>-9i00 Bre^fast 

9 s 00-10 s 00 Snail Group Goal Setting i "imere 1 Want To Be 

1, 1974" 

10ia)-lliOO Verbal Comunieationi Real Egtata itotivity 

11; 00-12 s 00 free Tiae 

12^00-1 1 30 \ hmah 

Is30-li40 warffl Up 

1 1 40-2 1 15 Team Aotivityi Preduca a plan For Orienting New (CM)o 
itudants 

2 f 15-2 1 30 Critique 

2 1 30- 3; 30 \ Workshop I ghoose An iisue and Come Up with a iolutien 

3 1 30-6 s 00 ' Free Time 

Sf 00-7; 30 Dinner i 

7 1 30-7 1 40 Warm Vp 

7 J 40-9 ; 00 Critical Xssuei i ' Finalizing Recomnendatione from 
Afternoon Workshop 

9i00-9f20 Final firing 

9; 20-9 1 30 ' Wrap Up 

9 1 30 ' PBX%y 

Friday 

8; 00-9; 00 Breakfast 

9 1 00-11 1 00 Wrap Up Activities 



Guidmnam (Xt&m 5) 



Wednesday 

3iOO p^ni« 
4i30 

4i30-5i00 
iiOO-isOO 
iiOO-7jQO 
7ilS-7sJ0 
7 130-9 1 3Q 
9i 30 

Thursday 

SiOQ-9iOO 

lliUO-lsOO , 

iiOQ-2iOQ 

2i00-3i30 

3 1 30-6 1 00 

i 1 00-7 1 00 

7il§-8i30 

Si30 



1974-75 RETREAT AGENDA 

Departure by Bus to Menueha 

Arrive at Camp Menucha 

iettling In and topaQking 

General Meeting i IntrDduetion to Qmp 

Dinner 

intreduetlon and Gettinf Acquainted i Purpose of Retreat 
Activities I Hilling Around. Heal Estate AGtivity 
HuslCj inacks# Games 



Bfeakfast 

Workshop I Five Sguari^ Exerolse 
Werkghopi T^%r Buildlncy 
Parse T^e 
Lunch 

Free TUsm ^ 
Iterkshop: ChoQie An Issue and Come_ Up with a Solution 
Free Time 
Dinner . 

Workshop I Prograrn ^alysis and COiifliot Resolution 
Entertainment 



Friday 

8 1 00-9 1 00 
9i00-lli00 
Us 00-12 1 00 
12 1 00-1 1 00 
IsOO ' 



Breakfast 

Workshops Wiere Do Ife Go From Here? 

Free ^iflit 

Lunoh 

Departure 



J 7 . 
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STUDENT BERVICES, 



\mil GROUP MEETING 



At th^baginning of aadi program year (CE)2 staff, and students 
form SMll groi^a that meet as often as i^&era desire, Biese 
infoCTial small gathprings haw several baalo purposes i 

1, bilng tile same ptudents together regularly to build 
group feeling 

: . I ■ ^ ■ ! 

2* provide students m> opportunity to discuas their views 
of everyday program events 

' \ ~ ' I ■ 

3. build poaitiw interpersonal skills 

Ihey supplemsnt tiie monthly all-atudent i^eting and periodio 
employer seminars by providing a smaller^ more personal forum for 
students to eatress tiiemselves and share opinions on topios of^--^ 
their/ oh oice* ^^'^ 

" "7 " " " " • ^ 



imall group meetings have replaced weekly kll-stude»<mee tings, 
which had evolved into a somewhat perfunctory ip^Miatipnal 
meeting or announcement time, witii the info^rar^ion flow \ 
predominmtly staff to student. Followinf ahnouncements; diacussior^\ 
had foctased time after time on tiie sane issues"issues involving 
most students but for whi^i resolutions could not be foimd (for 
eKample^ imreasonable noise-^d clutter in the student lounge) . 

Staff hoped l^e smaller groups would foster an improved sense of 
CQimunity among students and help to resolve some Of the impasses | 
left from the large--group meetings* Students wanted more 
opportunities to voice their opinions and interact with staff, ■ 
including the program administrator* Imployer instructors af finned 
that students spending much of tiieir tinte on tJieir own in the 
commianity needed the balanpa of group interaction and involventent 
with leaiming centar decision making. 

(C^)2 staff arid students met initially to discuss what could be 
gained torough formation of smll gro^s and what tiie ground rules 
should be, tegetJier ^ey drafted the guidelines appearing on 
/ .the following pag6# ^ 



- : ceobs^refeeenceb ^ — ^ 

i 

Somm mdditionml thoughts on staff /student aoTmunlcmtlom arm 
treated in "Cormmity Relmtlons Managmmnt & Org^lzation , 
pages 179-180. ^ 
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Guidance (item 5) 



GUIDELINES FOR SMALL GROUP MEETINGS 



Ptovide oppoiftuniti, is tar Btudflnts to beoola* etfeetlva eomnunioatoii by 
aaklng contaet and sharing ideas with a variety of people 

airing rsiotions, opinions, coiieflma and confliots (prograBi probleiiia, individual 
, diffieultiaa and bp forth) and proposing reasonable resolutlona 

Siiiid a foeline sf EoeiBiunity 

hmsim% students in aehleving a amnB% being an adequate perien to the degree that he/ahe 
A§ able to eheoit Seeially aeeeptable tehavler and ts act reiponolbly 

Fer,?ation Procidufi 

1. students will sign up ter groups on liitg in the stu^nt Isunge, 

2, When a froup^is turmd, students will nsmk eut the ataff meBsber they want for graup 
leader^ : _ ^ f I 



Format 



1, Each group will eatablish its own weotiny time, place, agenda number of laeetinds 
per Btonth, 

(As groups t^otm imrm mMpmrisns&d and Qomp^t^nt in group diseussiang, Fmw&r and/or 
briefer msstings my bm dsslF^d^) 

2. Goals will ggtabliihed tor eaeh group by itm ni^mbers. 

3, Although the freUps are essential ly eBnyeriationil In nature* other aetivitleo nay be 
planned by a group and its staff pattisipar*: 

4. Oie grpup may meet eGea^ionally with another for htgeuiision of a speeifio ijiue. 
Membership ' , 

All students are required te partleipate and "belgny** te a gioup for at least the first 
three ffleeti.ngs, after which attendance Is optional. 

Members may change groups if there is mutual agreement betv^een both groups and staff 
paftieipants . 

Roli of Staff Participant . ^ 

The first task of the staff parUeipant is to help the group deeide on the issues it wishes 
to discuss, to elarffy issues and help plan prdeedures* 

During the disdu-^sion, the staff partielpant will ti^ to involve as many group men^rs as 

^aible and will facilitate greup interaetlon or direction in a manner appropriate to the 
■i T< tiei^lar {groups ' , 

Ground Rules for Studints and Staff 



1, 

2. 



Iveryon© who is here belongs here just because he la here and for no other reason* 

We try to be ^s honest as pdaoible and to eicpresi ourselves as we really are and really 
feel^^just as muoh as we ean, 

We listen to everyone^ 

Vte try to be realistic j If v*e know. things are a certain way, we do not pretend they are 
are not ^at way* ^ 



5. Deeisioni madi by the group need ev^tyene's participation. 
Things to Avgld (Staff) 



Dij«*stsre psyehoiogyi B|ti^y the Lmg^GT. of behavior rather than its '^causes** 

Red eroaaingj aTOid putting handaids on persons *mo are ospable of working out their 
own thing,* give support without cutting off learning 

'*l»unsellng* vhat glvos nothing ^ 
Sequlriny personi to be like Vou ^r to jugti^ their feelings s instead, atict. .. 



EKLC 



1. / o 
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STUDmr SERVICES 



Establish relationship between guidance functions and 
Student Accountafaility System 



STARTiNG WITH COMMUNITY EXPECTATIONS 

Wie Student Accountability System reinforces EBCE's goal of 
helping students understand and integrate ttieir present and pasx- 
experiences wito choices they make regarding future courses of 
action. More specifically/ EBCT accountability coirbinep connnunity 
and program es^ctatiorie for student behavior and perffiCTiaij/ce with 
procedures tiiat^ enable students to confirm yieir own rights and 
responsibilities for decision making by 

1. considering how their behavior affects tiiemselves and 
other people 

2* accepting responsibility for tiie results of choices 
they make 

3* anticipating possible effects of their choices and 
behaviors and m^^ng adjustments that will benefit 
• both themselves "and the coiranunity of which they are 

^ members 

Learning Requirements and Behavioral Standards 

Based on as^ectations for adulthood derived from the local 
community (see page 144), (CE)2*s Student Accouritability System 
defines requireinents and standards for success full perfonnance in 
tJie program. .It presents program expectations regarding student 
learning and behavior in terms of choices students must make 
daily to progress in their learning plans and to iaake responsible 
use of comniaiity sites to achieve their individual goals. 

Some accoiuitabiliiiy standards relate explicitly to various 
learning strategies. For example^ students must initiate project^^ 
select exploration levels, s^mit journals and meet negotiated 
con^letlon dates* Other standards relate taore generally to the 
kinds of conduct that are prerequisite to successful implementation 
of learning etrategies* For example, students must obey lAe law, 
cooperate with adults and other students, keep appointments, 
observe hoTOe rules at ti^e learning center and respect en^loyer/ 
CMitmiijhity site regulatioris ♦ ' 




GuldmnaB (Item 6} 



Itie system also sugfests the kinds and sequence of consequences 
students can aspect if they do not meet their responsibilities. 
For all accountahility issues, students, parents, staff and other 
EBCT adults negotiate oourses of action Uiat will reconcile 
student behavisr and program es^ectations in ways that respect 
boUi the individuality of each student and tiie needs of the EBCT 
community^at-large . f 



STUDENT ACCOUNTABILITY SYSTEM 



\ mAT IB EXPECTED 

obeying the .law while in the 
program ' ; 

Appr' ^riate qenduct while 

High lyvei of eodperatioh 
with emplGyef a/Staf f/itudents 

Being educationally 
productive 

i8tabliehing'>ione planing 
strategies and goals 

initiatinf/eomple ting/ 
sidbsi feting P^'ojtetH 

Seleqtinn '^^lorati oiis/ 
learning levels 

Eatablish^ng Eon^etenoy 
target dates, 

Maintaining eniployer sitys 

Turning in eo^leted 
ijcploration Packagts 

Submitting journals 

Turning In Tlnie Reporti 

Signing in/out appropriately 

Keeping appointin^nts 

Po 1 1 qwi ng trans pe r t a^'i^^R 
sgreamenLs 

Showing care for faoility 
and equipment 

Esiiablishinf reasonable 
I uneh hours 

Negutiatir»g va&iicion time . 

" flat Ufa i aonm^qumnsmm** 
imposed arbi trari ly> 



WHO OETS IHVOLVED 
Parent 

Eaployer Initructor 

Effiployyr relations 
specialist 

Learning resouroe 
specialiit 

learning manager 

itudint eoordinator 

Program administrator 



kfHAT HAPPEHS 

When there is evidence that a 
student is doing leii than 
gatiafaGtQrily->in any of these 
areas, a «>nfereh^will take 
place witii the stu^it to 
clarify eoneerns. It is during 
this meeting that appropriate 
natural ooniequences must be put 
in writing* • 

If iffiproveBient has .not ooourred 
after an ^sta^liahed period of 
time* a eonferenoe will be held 
with parenti/staff/student to 
reach new agre^nnts* 
\ 

iilure to fulfil penalties and 
:o improve in mi^eting \_ 
reiponsibilitien calle for an 
ifiUtsediate conference involving 
parentB/staff/itudent and the 
program adirdnlstrator , 



^n^lties 



mman th.^t courses of 
rslate to the :itudmnts * 



Hake up work 

I^ss of lounge privilege 

Jfenitoring lyatein 

Contracts 

Repay inoonvenienee time 
Loss of project credit 
Loss of exploration credit 
Loss of employer site 
Probationary period 
Suspension 

Diand isaX froiri program 

nation Bhouiii be nsg&ti&tsd 
h^hMvior smd ar# not 
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STUDENT SERVICES 



ACCOUNTABILITY AS A STARTING POINT FOR GUIDANCE 



Iha Student Accountability System xb viewed as a minimal set of 
guidelines to be judiciously applied to individual situations by 
competent, empathetic md responsible adults, Wien interpreted 
and used as intendld^ it becomes not a system for imposing penalties 
but a ccnmon basis for students and adults to conmunicate , 
nagotiate and agree on actions that meet t^e needs of both the 
student and the program. 

Accountability is one of two interrelated kinds of responsibilities 
that (CE)2 students and staff share—the other bein% the ongoing 
ngi^'st:' ation process that is central to the development of 
individualized learning plans, ^e former comes into play only as 
the need arises f thm latter happens every day as students plan, * 
pursue and modify ^eir actual es^eriences. 

We point out to students aat there are fixed variables in all our 
lives and it is in working viith tiiese vari^les to adiieve 
meaningful life goals that both stability and challenge emerge. 
Bie ea^ectation tiiat students deal reasonably with others^ comply 
with basic accountability standards and pursue program completion 
requirements represents these fixed qualities in life. WAttin 
this framework^ students are regularly encouraged to negotiate 
learning plans appropriate to their unique abilities, nfids, goals 
and learning styles. 

As result, staff view the accountability system-^-and ^the 
negotiation that is part of it--"-as an important guidance tool, a 
mechanism for turning every behavior into a learning /es^erience, 
Ihe system insures that y 

1. consequences result from st^ient actions 

2. such conse^ences respond diraGtly to the action 
and reflect^onsistent program standar^'^j 

3* consequences are anticipated and understood by 
thm student 

It encourages realistic practice of several important elements of 
EB(M Ifcarnlng^— decision making acceptance of responsibility for 
one's actions, refoiutlon. of problems as they occur and student/ 
adult cooperatiorf^ in helping students learn from their widely 
va^ing ej^er. ences in the conmiunity. 
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d dance (Item 6) 



MAKING ACCOUNTABILITY WORK AV (CE)^, 

Initiation of accountability interactions or consequences can 
result from daily chservations made by individual staff or derive 
from staff consensus at TOetings held regularly to review student 
progress (see pages 177-181) . 

Schb^l Year Action Zones r A Guidance FrameworF 

To orient students in tire-^managenient skills and provide them a 
framework for prganizing their yaat's work and completing tasks # 
(CE)2 ^vides tiie school calendar into school year aotidii zones. 
For each lone^ the nm^er of learning activities Uiat should 
reasonably be conpleteci by that time is appro Kima tad and day-^ to- 
day actions considered necessary to student success are written 
in* To be ''^on ti^e," each student should aGaQmplish as mudi or 
more than the nunber of learning activities suggested for each 
zone* Together, the ^ones include all progran aompletion 
requireaents ^.ind behavioral e^ectations that comprise the Student 
Accpunt^iltty System* 

ihe gones grafcdually— lengtiien to accotoodate-s mdents-*-^^ 
familiarity with the program and to encourage a corresponding 
grow to in Self ^management and acceptance of responsibility. 



1975-76 School Year Zones 



Zone 


1: 


September 2 through 19 


Zone 


2: 


September 20. through OctobejiJJ 


Zone 


3: 


October 18 through November 21 


Zone 


4: 


November 22 thrcugh January 16 


Zone 


5: 


January 19 through February 20 


Zone 


6: 


February 23 through March 19 


Zone 


7: 


Marfch 29 through April 28 


Zone 


Bi 


May 1 through 28 


lom 


9i 


June 1 through 9 
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STUDENT SERVICES 



StLients begin each ne by meeting with staff to negotiate learning 
activities. Thoy tiien procRad with the agreed on activities, 
seeking adult assistance aud evaluaLing tOieir progress necessary. 

During thm first zone, all staff work with students to help thpm 
recogniz® tho need for/ and take initiative in, planning individual 
activitiaiy and weekly and zone schedules* Gradually, specific 
occasions of staff support decrease wito tl.e student *u increasing 
ability to accept these responsibil^ es. 

For each zone, student progress is analyzed by staff during 
all-staff zone progress meetings ^d zone debrlgfings (seta 
pages 177-181). During ttese reviews, the entire stiff compiles 
information about each student in relation to how tiie student is 
working and i?hat needs to be done to help ths student citch up, 
maintain good work habits or tackle new diallenges, mis 
infoCTiation helps students, parents, enployer instructors and staff \ 
plan and nagotiatA new learning strategies and target dates, as \ 
well as report student p^ jgress to parents (see pages 183-^184)* \ 
Negotiated plans are then implemented within the learning program 
of each student. • 

Appropriate adjustments are made in the next zone*s expectations, 
depending on tiie student's demonstrated i^ility to manage time. 
^ For eKarople, students "on tii^" at tiie end of the first few zones 

, are encouraged to negotiate their own plans to replace the next 

zone or zones. Some students continue to need uidelines and may 
follow the recomiiiended zone requirement.^ for the full year. 
Students falling behind during the «arly, zrnes are counseled and 
assisted in a manner appropriat^i to tiiem indj^v^dualo but 
consistent with the procedures .called for in trie Student 
Account^ility System. 

Accountabni ty ConfarancQS and Consequences 

Tn ^,11 learning plan agreements the^ student is e>^tcted to fulfill 
the terms agreed to or renegotiate Hbw terms based on a v^alid 
rationale. He or she is ej^ected tc take inGreaaing responsibility 
for meeting turms and Wrget dates. 

- If the studevit is not meeting negdtiated ning agreements, or 
if a b^ahavior is considered cot^terproductive to learning prcgrisi?. 
staff respond las outlined in toe Student Accountability Systewu 
Esjentially, toree "levels" of student/adult interrintiDns are 
provided fori 

Level Ij The firs^. interaqtions ^ire between student and 
staff or other adult responsible for the area in which the 
problem occurs. The aim at this level is to resolve the? 
problem betwafin the people directly invol%^d. 
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GuidmnaB (Item 6) 



Lavel 2 : If thB difficulty is not resolved between the 
student and adult (s) most directly involved/ then these 
individuals bring the siudent's parents into the negotiations. 
Again, the goal is to work out a solution tiiat is appropriate 
to the problem with adults who can help* 

IiQvel 3 g If the diffiGulty persists in spite of level 
one and two ac*tionS/ the program administrator may become 
involved. 

l^ie staff inen'toer(s) involved at the first level decides when to 
go on to tiie second and then the third* ffiere may be several 
negotiations and conferences at each level* Attempts are 
always made to es^aust the resources of one level before going 
on to the next* 

For exanple/ if a student is late turning in project products, 
the learning manager may remind him or her and negotiate nm^ 
target dates several times before deciding co call on t^e parents 
for helpp Likewise f several conversations with both parents and 
students may be reason^lo before deciding that the program 
admnistrator should get involved* 

To conclude nach negotiation process , the parti, dpa its agree to 
what the student will do to Improve behavior or learning progress 
and what ccnsequences will result if tte ayi-iement is not metl 
Further conferencer; and consequencsfts should not -'e t i^ris^si 
rather Uiey should follow naturally on previa, tudent/adult 
decisions* 



How the I'rQcess Can Work 

To begin/ a staff mairiber concerned about a particular student xmy 
afnply invite tte student to sit down and talk about it on ^he 
spot* Or^ depending on the seriousness ^ ^e staff mentoer m.y 
formalize tiie interaction by noting the behavior and/or the 
conference on an AccountsbilitY Write-up form (see page 119) / 
ZoTiS progress meetinrjs and end^of-^zone debrief ings can also result 
in Aecoimtability W.vite-Upa * (See page 180^ ) 

liie atudeiit is encourajed to talk out caxises and effects cf ttie 
behavdor in question*^ together^ student and staff mentoer t^y to 
interpret the actim honestly and negotiate a solution* A 
writte^ agreement or contract, signed by the student, specifies 
uhange^ to be made witoin a flpfeclfied time frame* 

If thfi prc^lem continues^ the student vill be asked tux confer again 
with sta^J to renegotiate terif© and discuss furrier consequences* \ 

.... ■ . \ ^ 

'= . ■ . ■ \ . 




STUDENT SERVICES 



*rt^e student's parents may also be invited to tiie conference. 
Together, the three parties try to come" up witii a plan to eliminate 
the problem^-^perhaps including monitoring and supporting the 
student in tiie home environjn^'nt (see Item 8) . 

Wlien neeessa^, siabsequent renegotiation of tern^.-^ and consequences 
includes the program adndnistrator , who has kept up to date on 
interim negotiations and prascriptions via zone progress meetings 
ania debrief ings* If reasonable solutions cannot be found and the 
student's actions continue to conflict with program standards , 
he or she may be asked to tx < Tfcr out of the program. If this 
becomes necessary , tiie staff and program administrator help the 
student and parents consider otdier more suit.^le environments for 
the student. :;n other words, students are never "just kicked out 
Staff work to help ^e student plan a transition (to anotiier 
school, emplcyment, etc,) that is riuit^le to his or her unique 
situation, 

/ 

/ 

A POINT TO RtMEi^ER 



Application of tlie Student Accoi.vAtability System by (01)2 staff 
is airectly influenced by their uonviction that responsibility for 
student learning and behavior can be transferred only gradually 
from adulti to student ^ depending on thm individu^] realintiss of 
the student. During the early weeks of t ^ year, students running 
into accot^±ability snags cause staff to consider what they as 
knowledgeable adults might be missing, mismiderstanding or 
mslnterpreting. 

In other words ^ staff first assume that they are responsible for 
student difficulties. They may reexamina school records, test 
results ^ the project writing process, the student 's access to ■ 
staff and so on in seeking a solution. Only after carefully 
I reconsidering ^ ^ir own areas r,^ responsibiiity do staff move 
gradually to help the student take responsibi Lity for his or her 
own behavior. 



^^^^ ^ -^-^ _ CmSS-Rh^ ERh^WES — ^ ^.^i^ 

The Student Accomiwbility System And ^ahool year action mriBS 
are mIbo discusffed; ms staff planning a.id wonitoring drnviams in 
"Learning Plan Negotiation/' in Curriculum & Instruation f pagm 
81^91. Th& aaaount&hllity ByBtem mnd school year action zonmi 
^rm diBOus^^ed ^^nd displayed in the Stiidmnt KmiffijQok ijive*i to 
,^tudlentm during orientation Csee .ippendi^ A/ . 
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___ 

HELPING STUDENTS BE ACCOUNTABLE 



An ''elmmntary" wpsct of student learning on a Job site is 
acceptance by thm student of requirements and expectations 
that apply to employees th^re: throughout the stay^ the 
student is treated like (and expected to become) "one of 
the group'' at the site. For some students^ shouldering 
these everydmy responsibilities is work in itself, and 
their employer instructors must exercise consider^le 
patience and perseverence ^ 

0ns student, whose Idck of initiative and willingness to 
follow through on tasks had already' caused EBCE staff some 
conqern^ selected a learning level at a private preschool. 
While tiiere. she proved to have an e^ctraordinary talent for 
relating to ^oxmg diildren. Soon she was given conditional 
responsibilit;- for her own group of youngsters. 

Unfortunately, her apparent ^ ndk of motivation and 
unrelicibility interfered wit. ner pgrformanGe on job 
(she was often tar^ or failed to show up at all) . After 
several "second nhfjices" and discussions with tiie student, 
the employer instructor finally asked her not to return to 
the site until the to/o of them could confer with the mm 
employer relations specialist and find a reasonable 
resolution to the impasse. 

With the encouragetnent of the ERS, the EI reiterated to 
the girl how her absences were inconveniencing day school 
staff, emphasizing that a regular employee could not behave 
in sufA a manner and es^eet to keep a job--however much thm 
diildren loved her. Iv&ntu Lly they agreed on a daily 
aocomitabil Ity/attendance system toat' ^ould provide i.^ograi. 
staff with im^n^idiate fee^adk should « . girl slip in her 
affoj la' to keep har cippointments at tlie site. Although 
the girl's bf^havioi xm still being monitored on a daily 
ratiiejc h-^n weekly basi©, she has mai^^edly improved he:^ 
i^t^eiidaii . ^t the .rite aiid continues to work well with uhe 
presehcola*s. 
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STUDENT SERVICES 



ANOTHER EXAMPLE 

■, / 

Young people in EBCE nm&d varying drngrees of adult support 
in nmking "the transition to adulthood*' that EBCE is all 
about, fhey may have to be enaouragedt supported, cajoled , 
monitored^ led, pushed, pursued and loved through such a 
trans ition, but whw a student begins to acaept 
respotmibility it is a tremmndow satis faction for all 
involved^ 

ht the beginning of this (CE)2 es^erianca^ one student 
depended on a nisnber of attontion^gatting behaviors in his 
dealings with staff and avoided responsibilities sudi as 
chacking in and out of tte learning oFfitar, Staff noted 
than that ha found it hard to make decisions and was 
difficult to place' on efflployer sites* 

One of his few interests was alactronics, so the employar 
relat.lons specialist arranged a visit at an alectronics 
firm. On the slte^ the enployer instructor took a personal 
interest in tiia student* He took time to have taJks witii 
tfie student and gave him a ni^itoer of resporisibilitias * 
Bacause the student demonstrated a real aptitude for 
elactronids^ his EI reeoinmended that he attend a suimner 
sendnar on electronics at an out-of-state university* 
Altho^ugh only a jimior^ the student has followed up on tiiis 
and has applied to the university. 

Ke is no^^ chedcing in and out of the learning center 
regularly ^ preparing and following his own time schedule 
and taking the initiative in telli^ng the aff hat ha is 
doing. Recently, he was elected by his . low students 
^s th&, student representative on the (QE)2 board and is 
now considered by the ^taff to be one of txie most 
responsible students in tiie program. 
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Share and record guidance interactions and 
responses made by staff and other adults 



Each student has daily contact with nany different adults. Some 
adults interact with students primarily at enployer and coOTiunity 
sites; otters see Uiem only at t^e learning center, Kach usiMlly 
meets the student separately from the others-^at different tim^s 
and for different purposes* 

However, all adults are responsible for guiding students in a 
nvanner appropriate to them as unique persons as ^hey help therr 
with their learning activities. To do this, each adult needs a 
clear idea of hw eadi student is progressing in all program 
activities and how other adults are responding to student needs* 



What Kind of Information Dc You Want? 

Observations made Md information shared to support guidance 
interactions must logically incliide all aspects of a student's 
development, including affective or non cognl^i ye considerations, 
as well as cognitive growth * Attention must be given not only to 
increasing lyiQWledge and skills , but also to eacii student 
developing attitudes, benaviors and total personal grow^, to 
bring together a cos^lete picture of the student's developntent, 

(CE) 2 staff come together regularly to discuss student progress. 
zone progress meetings concentrate on behavioral observations , 
jone debrief in^s on antual student progress in learning activities. 



ZONE PROGRESS AND S FUDENT BEHAVIOR 



At zone progress meetings held midway into each hcol yuav 
action gone, (CE) 2 staff share both formal and informal student 
hehav^or observations made on a day^to^day basis. Biese meetings 
allow < staff to monitor and record student affective growtJi 
frequently and systeitatically . CW^iOS tiiey can identify traits aiid 
patterns of behavior that are ei^/sr helping or hindering a student 
in the fulfillntent of goals and in successful interactions with 
otlier people, llils information is tlien used as a basis for 
reinforcing behaviors that are working for the student and fof 
substituting successful benavtors for tiiose tiiat are not working. 

Staff deai; Individually yfith every etudent^ working to identify ■ 
(1) those students who are making eKceptional progress ^ (2) those 
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who are weeting mnimal ej^ectationg and (3) those who are having 
dif ficulty- 

Slx Behaviors to Lock For 

Wien maeting together (CDj staff find it helpful to speak in 
tarms of bahaviore raflacting students' responsibility^ cooperation, 
parsonal intaraGtions , inTOlveinant^ salf-direotedness and 
en^usiasm—qualities consi dared by staff as essentials for 
student suocass in the progrMi, Diecussion touchas on academe 
as well as nonacademic eonsiderations . Howeverf staff try always 
to limit ttair observat ons to specific behaviors (for example, 
"John c^d not go to his anployer site this week because,*,") ,■ 
and to awid general observations/ non-specific examples or simple 
progress reports (for example ^ "John has done toree aj^lorations 
so far") , 

How the Procedure Works 

Before the meeting begins , ttie student coordinator distributes to 
eadi staff member a sheet with studints' nantes down the left 
colum. On this sheet is space for iach staff member to note/ as 
the session proceeds / behaviors discussed and prescriptions agreed 
on. After ^h^. n^euLng staff niembars can retain copies for their 
own reeordn * 
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Gui dance (Item 7) 



TCeting begins with the student coordinator calling a 
student's name* All staff Mmbers recount behaviors they have 
observed since toe last time the studant was discussed (Ming the 
above bahavioral categories as guides) ^ referring to copies of 
Accoimtabili^ Write-ups and positive post cards ttey may have 
initiated and to their wn notes. The employer relations 
specialist reports ariy comments made by site personnel? the 
learning resource specialist does the same for competency 
certifiers^ tutors and other reso^ce people. Discussion may 
follow, during whicdi the studfent coordinator works to encourage 
specificity ^d objectivity of staff coiments before recording 
them on each student's "Student B^avior Record" (see below)/ 



STUDENT BEHAVIOR RECORD 



Jtudant . 
Data 



Regular 



OBSERVER 



\ 



Noted Behavior Changes. 



Pregcription/CeminentB ^ ^ - - ^ L-..^-.: — — — ^ 

- - - ■ - - ' 

You nmy ahooB^ to develop a qhBakllst of the si. if bQh&vioral 
categorieB mentioned above and havm Bt&ff t ty td) dmfim information 
Bpecifically in these termB, (CE) 2 ham mijp&rimented wit}} suah a 
chcaklist but found it diffiault to control overlapping among 
categories. Am a rmBult they now ume a ahmaklist fornmt only three 
times m year— at the end of the firB- , fourth and fin&l s^ool 
year action zOi.aB* 
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After eadi staff person has consented, ttie grQup determnes a 
prescription to be followed in reanting to the student *s behiivior* 
Responses may already haw been initiated by individual staff 
manibers~as called for in the Student Account^ility System" and 
recorded on Accoimt^ility Write-ups brought to the session, 
group considers nil prescriptions or strategies to date in 
determining si^sequant approaches for students who -continue to 
e^ibit p.roblem behavior. 

In agreeing on how ttiey will help the student, ^ staff follow tiie 
suggastad general chronology of escalating "conseguencas" set 
forth in the Student Account^ility System (see page .169) , 
Hiesa have been designed . insure personalized atr.ention to each 
student's needs through s ■ .^rf/student conferences and negotiations 

The ''action prascription" is also recorded on an Accountability 
Write-Up form for discussion with the studentf/and mailing to 
parents. For students asdiibiting positive frbwtti or commendable 
behaviors, one staff menfcer han^rites a cohgra^ulatory postcard 
to ^e student's parents and mails it hoM (see page 183} . 

ZONE DEBRIEFINGS AND/LEARNING PROGRESS 

tone dabriefings are held at toe end of each adiool year action 
zone. Unlike zone progress mee tings —whidi focus on student 
behaviors as they are reflecte^^ in and influence student learning 
activities"Zone dabriefings arc intended to give staff 
opportunitias to diiouas actual b tudant progress on learning 
activities in terms of tasks performed and "amount" ©f work done. 
Staff also use this infoCTiation for subsequent conferences and 
negotiations with students and for reporting student progress to 
parents* 

How a Zone Dabrtafing Works 

At the close of each sone^, a dabriafing forip for each student is 
circulated among staff. This fom addraases the following 
general questions: 



J, 


Whrl t 


has thm student aacampliBhed in this zonB? 


/ 2. 


What 


has hm or she not aacomplished^ 


J. 


what 


barriBrs seem to be in the way? 


4. 


what 


can WB do to help? 



Sections of the form partaining to their areas of rBapon,>ibility 
are filled in by the le?4ning managers, ei^loyer relations 
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specialists and learning resoui-ca specialists. Taken together, 
the information represents current status on all aspects of each 
student's program work. 

For the debriefing session itself^ the student coordinator reads 
aloud each student's status in all activities^ — how many 
ej^loratidns completed/ competencies certified and so on^--along 
with the information / conunents or evaluations noted on the form by 
staff. Ihe group then discusses what action is needed to support 
the student and respond to individual needs during the next zone, 
as indicated by progress to date* Together they agree on an 
action prescription for dealing with the amount of work completed 
and related work h^its* 

Use of Debriefing Information to Guide Students 

Action prescriptions resulting froin zone debriefings are discussed 
with each student individually by a staff mender designated during 
the debriefing. This staff member may be the one in whose area 
the student needs particular help (for example, an EBB for 
employer site matters) or one who is personally close to the 
student. Students behln*! in their work are counseled individually 
and asked to write ui: : ian with target dates for completing each 
unfinished activity, Ihim plan is given to the student's learning 
manager. If target dates are not met, followup is made by staff 
according to the steps outlined in the Student Accountability 
System (see pages 168'-174) . Students successfully managing their 
learning are congratulated via postcards sent to their hoir^s and 
are encouraged to negotiate even more individualized activities 
and schedules for the next zone* 



— CROSS-REFERENCES ™ = ^ — — 

Each learning strategy in Curriculum s Instruation also deals with 
aaCQuntability as it relates to that partiaular activity . 

The Zone Debri&fing form appears in "Student Records/' pages 116- 
117. The Zone Progress Planning sheet and Student Behavior Record 
are informal student coordinator records filed by that person and 
therefore do not appear in "Student Records." 
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GUIDANCE RECORDKEEPING SUMMARY 



Tygf of Informatl Qn 



General observations of 
behaviors during testing 
(attention span, 
eon centra t ion p 
perseverance and 
so forth) 

Student learning style 
and se 1 f=ana lysis 



General observations of 
behaviors durlnq 
learning activities 
and negotiations 

Progress on 
learning activities 



Affeetive growth/ 
behavior 

Problem requiring 
participatory solution 



Who Records 

S tuden t 
coordinator 



Learning 
manage r 



Staff person 
involved 



Staff person 
involved 



Student 
coordinator 

Student 
coordinator 



When 



During initial 
assessment of 
incoming stud* 



rir^3t LM/student 
conference 



Daily or 
periodica 1 ly 



End of (school 
year action) zone 
debrie f ing 

During student 
s taf f ing 

^^enever a 
conference is held 
between student* 
staff and/or 
parents 



Recordkeeping Device 

S tuden t Pro f i le , 
"Basic Skills 
Assessment" section 



Student Profilo^ "Li fo 
Ski 1 l/Learning Style 
Assessment " section 

When inerited. 
Accountability Wrttit^Up 
and/or " pos i t i ve '* 
post card 

Zone Debriefing form 



Student Behavior Record 



zone Progress Planning 
Sheet 



Where Disriayed/ 
Discussed in 
This Handbook 



pages 



pages 08=99 



pages 118-119 
page 183 



pages 116-117 



page 179 
page 178 



Li J 



Guidance (Item 8) 




Involve parents in student guidance decision making 



Built into the EBffi guidaiice systam is a pltmned series of contacts 
witii parents. These interactions have two especially distinguishing 
featiiresi (a) they occur frequently ^ not only for reporting 
student progress but for bringing parents into decision making, 
and (b) they encourage the exchange of specific and detailed 
information about student learning progress and behavior. Parents 
top the 11 a: of "who gets involved" in student accountability 
matters are the first stage of "what happens" when student and 

staff need assistance in resolving learning difficulties or 
nonproductive behaviors. Parents are regularly contacted in the 
following ways : 



1. By telephone or in conference as a regular zone 
debriefing procedure .^ Parents are apprised of 
debriefing results in conference or by telephone; 
student successes as well as difficulties are 
discussed. Copies of the Zone Debriefing form, 
with staff prescriptic s noted, are also provided 
to parents. 

2 . On a congratulatory postcard sent to a student's 

home I To acknowledge noteworthy behavior a designated 
staff member writes a "positive postcard'* to the 
student's parents and mails it to their home. These 
postcards may be initiated by individual staff mambers 
any time or come as the result of a staffing discussion. 



^nLT t^M^ 
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3. By telephona in reaponse to dif ficultias i Thm student 
cQor^nator telaphones parants immediately whan a Eone 
progress meeting or debriefing should be discussed 
with parants. In addition^ a copy of an Accountability 
Write-up form is mailed to parents. 

Staff-initiated conununi cations with parents regarding student 
behavior take the form of conferences when staff/student 
negotiations* agreements and "natural" consequences are not 
producing the desired results. When parents are invited to a 
special student/staff/parent accountability conference / they are 
already aware that the student is having difficulty in certain 
areas. Thm conference is preceded by telephone conversations and 
written notices (Accountability Write=Ups and/or Zone Debrief ings) 
as first steps in trying to pinpoint mathods for assisting the 
student. 

During the conference, staff try to find out from parents as much 
as possible ^out their perceptions and expectations of their son 
or daughter, t^eir ideas of what action might help ttieir child and 
their willingness to get involved. Together^ student^ parent and 
staff formulate a support plan such as rranitoring study hours ^ 
insuring that the student gets enough sleep, conversing every day 
with the student about status in the 4:dentified areas and the like, 

Bie staff person may use a special task sheet ' (see next page) to 
record the activities the student must comple'te; a copy is then 
given to the parent to take home and use as the basis for 
discussing specifics rather than generalities with the student 
(that is, "How are you doing on your science project?" rather than 
"How did school go today?")* 

1^ and when staff feel that parental resources are not working, 
staff, student and parents meet with the program atoLnistrator as 
the final chance for students to indicate they are willing to 
settle down and work positively to improve their study habits, 
their learning progress or their behavior (see pages 172-174) . 

In any staff/parent conversation — including spontaneous ones— 
parents are asked if tiiey have any concerns or questions. 
Suggestions on how EBCE staff might furtoer help tiie student are 
also sought. Parent responses often provide staff with valuable 
insi#its that may shed light on the student "outside of echuul" . 
self. 
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STUDENT SBRl^CES 



m EXAMPLE OF HOW PARENTS CAN HELP 

EvBryone in the coinmunity is vim^Bd as a potBntiMl resourcB 
to support student learrdng . Aimng the most importmnt and 
influBntial of thBSB rBsources are the students' parents. 

One noncommiinicative youngster was hard to place on sites 
because of his apparent lack of interest in anything. Visits 
to several exploration sites failed to stimulate him. 
During a regularly scheduled parent conference, ris mother 
told staff menibers about her son*s artistic talent^^a talent 
the son had not revealed to the staff. As a result, the 
employer relations specialist discussed with him the 
possibility of a learning level at a local art center, 

me boy's experience at. the art center helped him focus his 
interests enough to enroll in an extensive water color and 
acrylic painting course and learn to fraine his own works* 
^ile the student continues to be shy about expressing 
himself, he has accepted the fact that he does have his own 
likes and dislikes and is presently much more willing to 
esplore new career areas of ir\ teres t to him. 

I I 

= ~ - - ---- CROSS-REFERENCES = 

The i^B fulness of staff /parent confcroi; :n buildiig pragrmm ' 
undsrstandi ^ 7 and support is discussed lu Community Relations 
Ma^\ ij> '^nt a Organization ^ pmg&B 181-182^ 

Parent reporting procedures are also treated in "Student Reaords f" 
Item 15. 
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Gui dance (Item 9) 




^fer students to external agencies/individuals tor 
BpaGial guidanca needs or problenu 



Students observed by staff to have special guidance ox comseling 
needs are assisted in finding help through tte '^igh stdiool or an 
appropriate outside agency or clinician, Cffi)2 prefers to refer 
students with complicated or long^tertn probleM for several reasons i 

1- Students stould be encouraged to imke full use of 
conmimity resources to support all aspects of their 
development and to meet many of their needs-^just as 
adults must be ^le to make use of such resources for 
emergencies or crises, as well as for everyday matters* 

2. Staff are limited in their tim^ an.^ energy; crisis 
counseling or problem soi j be d*"'alt with as 
only one aspect of staff risibility the student; 
it should^ not be allowed to onsunie a disproportionate 
arrKjunt of any staff member's time, nor to preempt the 
needs of other stuients, 

3. Although evej / program-related adult is generally 
renponsible f^^ . responding to ea^ student's needs , 
the " '^est" response is often simply helping the 
student coma together with an appropriate resource. 

All staff share responsibility for helping students distinguish 
personal problems from more severe or reaurring difficulties* 
^e student coordinator researches outside agencies # including 
coLUiselors at the high school, whose services might be used and 
supervises student referral when appropriate* All staff join 
forces to help he student profit rrom tl 'j assistance received and 
to integrate it i to an ongoing system of thought or outlook to 
guide the student in day-to-day activities. 
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Encourage evaluation of guidance functions 
through year to assure consistency with 



curriculum design 



An important consideration in any innovative program is change 
resulting from e^erience, Qiange will occur i you should 
anuicipate and allow for it in the design of the program and 
each of its components. As with all other program elements/ it 
is desirable to refine guidance techniques continually over time 
to better suit adult and student needs. Such refinement and 
possible redesign should be based on guidahce goals and related 
concepts/ student guidance needs, staff beliefs and observations, 
analysis and discussion by all program participants . 

Remember: EBCT is built on an affirmation of ^e coitimuiiity . It 
depends on frequent and honest circulation of ideas, opinions and 
feelings ^ong all parti cipants^^s tudents ^ staff, parents and 
conmunity adults alike. Problems will always arise j if you have 
fostered a jincere attitude of sharing among all program 
participants ^ a satisfactory student guidance system will result* 
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Guidance (Item 11) 




tespond to individual student guidance needs through 
confcination of appropriate guidance activities 



Each student and each situation requiring individualized guidance 
by an adult is unique; a checklist to "cover all the bases" is not 
feasible. Staff in any EBCT program must use professional 
judgment in applying guidance principles and strategies (such as 
those suggested on the preceding pages) consistent with program 
goals and their own convictions about people. 

What (CT)2 does may not apply to student needs in other programs , 
but the reasons for tiieir responses may. Following are a few 
more examples of ways (CE) 2 staff have attended to individual 
student guidanGe needs arising naturally in the course of each 
student *s learning progress. Basically, these vignettes are 
intended to illustrate {CE)2's most consistent interpretation of 
the EBCE con copt^^ that experience=based guidance depends 
signif ican tiy on personal interaction with iidults in a variety of 
conununity environments ^ and that career/life guidance can be 
incorporated in a curriculum that provides comprehensive Basic 
Skills and Life Skills activities , as well as specific Career 
Development experiences. 



« ^ CROSS-REFERENCES ' 

Additional case study reports on Tlgard EBCE studmnts appear in 
NWREL's FX * 74 and FY '75 Evaluation Reports. These case studies 
dBvelop mare fully many guidanae elements touched on in the 
vignettes in this narrative* 



I > 
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RESPONDING TO INDIVIDUAL GUIDANCE NEEDS 

WhatevBT a student ' s neBds , concerned adults come together 
&gr&& on an appropriate rBsponse and -t.o continue that 
rBspQnse ovbt time. 

Early in this school year, (a:) 2 staff noted that a 
particular junior sought their attention by messing up tasks 
and "playing games'' but was un%^*illing to sit down and talk 
to tiiem in a constructive way Following discussion of 
these behaviors during a staff meeting/ staff agreed to 
ignore the student when he sought attention in these ways but 
to encourage him to converse more openly and frankly witii 
them. At staff suggestion, the student signed up for several 
small group learning activities and a Motivation for Career 
Fuccess group project. Individual staff f^eii±jers made it a 
point to initiate and sustain conversations with him as often 
as possible. In recent rronths , the staff hafi noted that the 
student is striking up these conversations rmjre often on his 
own and asking directly for staff assistance when he wants 
it. The student's most recent employer instructor has noted 
his growth in interpersonal communications and has invited 
the student to eKtend his stay at the site to continue 
learning to converse comfortably with adults. 



EBCE students are encouraged to supplBmBnt their program 
expBrianaes with both forinal and informal peer group 
activities f including social events^ intramural sports and 
other extracurricular activities at their former high schools 

With encouragement from {CE)2 staff * one EBCE junior 
recently won a small part in the high school's production of 
"I^^ Miracle Worker*'* In addition to bringing him into 
frequent contact with "old" friends at ^e high school^- 
which staff felt he particularly neaded^-his work on the 
play became the springboard for an EBCE project, thm 
project enabled him to practice his advanced composition 
skills by writing an essay on the life of Helen Keller and 
to expand on his "dramatic" es^eriencas with blindness by 
studying educational opportmiities for the blind in this 
state and investigating the development and application of 
Braille* 
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GUIPINS STUDENT LEARNING 

staff and student negotiate the Bpeaifias of how the student 
will be aacountm^le for performnce based on the student's 
present ability"and willingness-^to Bdhedule learning 
responsibilities'^Bfficiently. 

pnce-a-week conferances with the learning. manager are the 
dnly "^eck-in" requirements for one partiGularly motivated 
student who .is working outside the learning center on a three- 
month projeqt on l^or unions. For less motivated or self- 
disciplined Btudents , speoific "ginffiddcB" are used to help 
them successfully achieve short-term goals before tackling 
long-term ones. A learning manager is helping one student, 
who has diffiaul^~~applying himself / gradually lengthen his 
periods of concentratian by "plugging him into" a tape 
recorder playing claesical music. For an unusually nervous 
girl^ — whose fidgeting, fingernail biting and general inability 
to concentrate had been tiie despair of her high school 
teachers-'^tiie LM uses an egg timer to enforce half-^hour study 
periods 'separated by five minute "breakers*" Soon toe 
breathers will separate hour-long periods of study, and 
event^ally use of tiie timer will be dropped* 

™ ^ — ^ — ^ ^ — ^ 1 = — i 



STUDENT SERVICES 



WHEN SPEaiAL HELP IS NEEDED 

^ ' ■\ 

EBCE Staff work hard to guide the students to any and all 
resouraes in the comnunity necessary for their progress , 
including Individuals and agencies offering professional 
assis tanae wi th problem . 

While attending Tigard High Sehool, one student seemed 
interested in some activities but seldom followed through 
on comndtments , The sdhool counselor reported th£\t the 
student's parents were helpful and concerned, but the 
counselor thought that the student set unrealistic goals. 

At (CE)2f the staff have observed ttat the student 
manipulates his environment to avoid completing his 
responsibilities. For example, he drives other students to 
tjieir job sites but does not go to his own. He blames 
others for his inabilities/ complains a lot ^out his '^ork 
and^ becomes highly irate when the staff attempt to hold him 
accountable for his time or work. 

In an effort by staff to helfi him overcome these 
difficulties, he has been placed on a contingency management 
programs he is reqia^red to sign a oontract with staff for 
assignTOnts he agrees to co^lete, and he loses credit for 
activities not con^leted by the due date* Several 
conferences have been 'held wit^ his parents (whom he blames 
for many of his problens) , and program staff have 
recommended that his parents secure outside psychological 
help for ^eir son* ! 
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HOW CONBINED GUIDANCE HELPED ONE STUDENT 

with sowB students a notmworthy experience or particular 
relationship with an adult can cause a dramatic change in 
attitude or behavior. For imst young people , however^ no 
one event can be isolated as a turning point in their 
permonal development. Ra^er, the effmot of experiential 
learning and guidmnce by concerned adults is grmdumlf almst 
imperaeptiblBf over a long period of tim, imtil one day 
some^ing causes everyone to sit bac^ and realize that 
change has occurred^, 

As one (CE)2 staff mender put it, "We don't know axactly 
which thing did it for Idargaret (not her real nraie) , but at 
tte end of two years she was a completely different young 
parson from the one who had entered the program* She liked 
herself better^ her appearance had iB^roved dramatically, 
her attitude toward adiool had conpletely reversed itself 
and she seemed much more in commM^d of her own life." 

An anecdote, .staff particularly enjoy telling ^out Margaret 
is a comment she made ^out herself to her learning manager, 
"I was walking down the street one ni^it coming home from 
school and I was carrying a bundi of books. All of a sudden 
I said to myself, 'Wait a minute, ^is isn't m carrying 
all these books, I just don't do homework,' And I 
realized I had really changed a lot, I was actually reading 
and studying now I didn't even mind homework^ because 
it was stuff I was interested in," 

This realization was especially significant for Margaret, 
because when she came into the program she was the first to 
adnit she hated studying and had poor Basic Skills* She 
couldn't do simple matt, she read slowly and had poor 
comprehension^ and she nearly always copied materials 
rather than writing something on her own. In short, 
Margaret needed a lot of special help^.. 

to individualized Basic Skills program was inmsdiately 
negotiated with her and she began working with a tutor. 
However, her tutor was distressed by her unwillingness to 
read materials that would inprove her skills, she seemed 
interested only in movie magazines and beauty magazines^ — 
and even those she seemed only to skim through without 
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Hm COMBINED GUIDANCE HELPED. . ♦ (continued) 

^Eorbing much. It became a special challenge for the 
tutor and all staff to find links beto^een tte very few 
tilings she was intarasted in and the types of materials 
and learning activities that would improve her skills 
and broaden her interests. 

At the same time, torgare^t was faced with exploring 
commimity sites, trying 6ut some conpetencies and getting 
es^erience in dealing with people. All of this was hard 
for her, because she had little self-confidence and felt no 
real sense of purpose. She never seemed to know what she 
wanted to do, 

*> 

Staff kept working witA her, negotiating special project 
activities and talking with her about her preferences, her 
likes and dislikes, her ideas for the future. One particular 
project activity in personal/social development required that 
she isolate a social problem and find information on it. The 
only idea she could come up with was alcoholism because one 
of her parents had for years been struggling with tiie problem 
and had finally joined Alcoholics Anonymous. Margaret 
started reading some materials on alcoholism and copying 
portions of them out for reference* Staff encouraged hgr 
to paraphrase what she read and add some of her own ideas. 
Hiey also suggested tiiat she join Alateen, botti for her own 
social, skills needs and to get in touch with the battle her 
parent was waging. 

Gradually Margaret became really Interested in ttie whole . 
problem of alcoholism and what it does to individuals and to 
families. Sh© started talking to o^er teenagers about it. 
Attending Alateen meetings and being a part of a group of 
young people with something in common seemed to help her 
begin to come out of herself and get interested in what was 
going. qr In tte world aroimd her. 

Little by little this opening up spread to her otter progran 
activities and to her thinking about herself. She began to 
really care v^at otoer people \thou0it about her and modified 
her grooming and behavior accordingly. Her self-confidence 
inproved as did her interest in the world aromd her, 

7 

/ 
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APPENDIX A 
idmple (CE)2 Student Handbook 



Folla^:Lnff in a sample of me Studmnt Hmndbook given (CE) ^ Mtudents 
far thm 1974-75 BchoQl ye&r, We display it here solely as a sample 
of th& kinds of topi<^ an EBCE studmnt hmnm^ook might aovmr. Keep 
In ndnd tMt this ample is from the Tigmrd EBCE program which 
imrved as a t.-tst site for developing and refining EBCE aoncepts 
md praamdmes . Beoause d£ changes in program design sinae this 
^m^ticuimr Stutdmt Manmook was written you may find soms 
€^ff:}r^ns&s in tfording and procedures that are not diacmmed in 
sny o.' -^^.y ESCh; hmn^ooks^ On the whole ^ tiiese differenaeB are 
£ui9^t — i.:<^mplef 'preprepaf^d projeats' are now amlled 
'pra*fsF'^ ,.jrfi*>acts/ - * exploration levels ' are now amlled 
^ -^/^ :r 'li^yir^j^omilons,' md some of ^e wording in the Student 
ncc aif^a:^'i,.i-.a System display is di fferent from the display' whiah 
^ijfm&rs in the Curriaulmn s Instruation hmnmook . 
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WHAT IS I 

(CE)2i Conattunity EKperlences for 
Career Edueation, la ..an aiternatlve 
to a traditional high school 
education. In this federally funded 
research project we are exploring 
new ways for students to learn. 

Instead of learning mostly in the 
classroom, as a student of (CE)2 you 
will learn at Job sites and in the 
comunlty. You will have the chance 
to explore many different careers in 
the world of workj, and your Learning 
Program will be centered directly 
around Jobs and careers of your 
selection. 

The most exciting thing about 
(CI) 2 is also the scariest. Working 
within the requirements of the 
program (See Learning Progrw 
Boctiuf. pages 8-11) J you^ the 
student 1 can make decisions about 
what and how you want to learn. 

So what is scary? The 
responsibility for learning falls on 
your shoulders. Working with your 
Learning Manager iWL) you will 
negotiate the development of your 
Learning Flan. 

This year you have the chance to 
have your education be not merely 
i something that happens to you, but 
something that will happen because 
of you. fou will create it. You 
have before you a great deal of 
freedom to make choices and 
decisions, but this also means a 
great deal of respoaplbllity. 

Thus, your time at (CE) 2 will be 
one of decision-making. You wlll^ 
have the exciting chance to decide 
how you want to fit into tHe world. 
You will haye the opportunity to 
form a specific set of goals for 
your life In telrms of your future 
education. Job career, and role as a 
citiien. 
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Some Thoughts Abdrt Your Uornlng 

Laaralng Is, the process of gsttlng to know yourself 
and thm world you live In, so that you can funQtlon 
better am a self-sufficient and contributing member of 
society P (CE)2 ch&oies to emphasize the total 
developTOnt of the students We recognise that you 
will learn best when you are working with subjects of 
your choice, in a mnner best suited to you. 

Probably the best thing (Cl)2 can do for you is 
teach you how to learn, not tell you what you have to 
learn. There are too many facts right now for any^e 
to learn them all la a lifetime. And the body of 
toowledge is increaslni rapidly. Just ten years from 
nowj there My be twice as maiiy facts to know* No one 
can tell you now for sure all of the things you will 
haye to imow in the future when you are out on your 
OOT. But there are certain basic things that we know 
you will need to know (how to read, write, add, get a 
job^ file taMSs deal with legal rights and 
responsibilities, cope with other people, cope with 
yourself, etc.)* These basics are a part of the (CE)2 
Learning Program and are detailed in the next section* 
The list of requirements looks long at first glance, 
but don*t let It worry you. If you budget your time 
you will have no problem completing the progr^. 

The responsibility for learning rests with you, 
which Is really the^way it should be. We are looking 
forward to helping you learn to asstme reiponsibillty. 
We are ready to begin any time you are. 

The (CE)2 staff is aware of the fact that we learn " 
best those things which are of hlrh Interest to us* 
Therefore, students are offered choices of what and 
how they are to learn; however, such choices must be 
within the basic nature of the (CE)2 progrMi and Its 
intent. Choices are made through, the process of 
negotiation with Learning Managers and other staff 
members* In this process. Information about your 
aducatlonal needs, the reality of your career, 
interests, and your Imnedlate as well as future needs 
are blended into an "educational agreement.*- 
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THE LEARNING PROGRflm 

CURRICULUMi Under the guidance of employers and other 
concerned conmunlty pftdplei (CE)2 curriculum has been 
designed to provide you with skills and knowledge 
necessary to help you to succeed in soaiet^s The? 
are three main parts or cnm^niu^nts In the Curriculum* 
They are called Life Skills s Basic Skills and Career 
Development * 



1* CMEER DEVELOPMENT 

This component focuses 
on topics I trends and 
issues that are 
important to people in 
th6 working world* The 
content areas are' 



1. Information about 
Self and the World of 
Work 

2. General and Specific 
Career Skills 

3* Lifetime Career 
Development 



BASIC SKILLS 
Basic Skills are skills 
used to perform tasks, 
solve problems and 
learn new Ideas. In 
(CE) 2* have listed 
the ibllowing cantenc 
areas as Basic Skills i 



1 , Reading 

2, Cominunlcatlon 

3, Mathematics 



3. ITFE SKILLS 

Life Skills are a group 
of skills we feel 
people genarally need 
to toow to have a more 
satisfying life- We 
have grouped these 
skills into the 
fdllowing six content 
areas i 



1 * Creative Development 
2/ Critical Thinking 
3* Functional 

Citizenship ' ' \ 
4* Personal-^Social 

Development 
5, Science 
6* The Competencies 



One of the ways you will learn In these areas is / 
through Projects, A Project is a package of learning 
activities designed for you to complete on an 
employer of coMunity site that you have selected. 
All Projects are written In one jof the five Life 
Skills areas. 

The first Project you will dd in each Life Skills 
ariia^is called the pre-prepared project . It Is 
"pre-prepared" in thatthe activities are already 
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EiEploratlon Lsvel 
Learning Laval 

. ■ ( 

I 

Skill Building Level 

i 



written to give you a thorough 
introduction to that Life Skills area. 
You still have conglde4.able choice in that 
you select the employer or community site 
on which to complete the Project^ and with 
your Learning Manager you negotiate the 
products or outcomes of the Fi^oject and 
the criteria or level of expectation for 
your performance. 

All other Projects that you do in the 
Life Skills areas are called individual 
projects . In these projects you negotiate 
the activities, resources and products/ 
criteria with your Learning Manager* The 
activity file contains some suggested 
activities or may suggest others to you. 
The initial Critical Thinking Project will 
famlliariEe you with Project writing 
activities i 

The exploration is designed to give you a 
general overview 9f jobs and careers. The 
exploration is a two-way atreet-^--y6u see 
if you like the site and the employer sees 
if he or she wants ybu. Mismatches may 
occur sometimes^ but that's okay« Other 
arrangements may be worked out by 
consulting with your ERS* 

When a job you have explored is a match* ^ 
you may choose to go there on a learning 
level. During the time you spend at the 
site, you will praetlpe skills necessary 
to perform the Job as well as completing 
related Basic Skills activities. Your 
employer instructor will hfelp you complete 
a learning program that w^ft relate your 
chosen career area to your Life Skills 
studies* ^ 

As you complete your requirements! yo'u may 
choose a skill building placement* Its 
purpose is the development of job skills 
that would allow entry into a particular 
Job* 
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Special Flacraaat 



You may choose to spend tima at a 
partleular employer site to fulfill 
requlTenents of a Project in the Life 
Skills area. This type of experience is 
negotiated with the LM. 



Journals You are required to keep a Journal, on 
regular notebook papery which will be 
turnad in to your correspondent once a 
week. Each week you will write a mlninum 
of two pages that will contain an Informal 
record of your activities » experiences » 
ideas and anything else you may^ wish to 
share. Only your correspondent will read 
your Journal I and ha or she will make a 
written reply to you. The Journal can and 
should become a most important document 
both for .you and for your correspondent. 

For complete details on Journals and 
Journal writing see the Journal section of 
this notebook. ^ 



Weekly Meeting 



Student Meetings are hmld once a week. It 
is during this time that we' meat together 
for large and small group activities. 
Attendance is required at the first and 
third meetings of each month » These 
required meetings are to set aside time 
for Id^loyer Seminars In which employers 
discuss Issues relating to the Career 
Dgvelopfl^ant cooponent, and for progrra 
policy jAtid planing. Small group 
activities will take place during the 
other ^two weakly meetings ^ where you will 
work AS tsms with a staff member* Each 
team will be responsible for deciding 
theik oim meeting place and time. 
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HlQlimim Rsqulr^ents These are the minium requirements that 

For Graduation must be aompletej' for graduation. You are 
strongly encouraged to exceed these 
rsqulrrasntSa 

PMJICTS 



COMPETEKCIES 



QiPLOYER SITE UTILIZATION 



^1 U 
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STRATEGY 




Adjusting to a program with a totally different approach to laarning can be 
difficult. With so many things to accomplish and learn. It is important that 
you plan your year in (CE)^, To help you with this plan and to ensure your 
success in the program^ the school year is broken into eight (8) action zones. 



It is important for you to take a good look at these zones and understand what 
is required in each one. It is your responalbility to follow through on these 
tasks and complete the activities. 

Staff will be assisting you in planning your learning program and helping you 
to plan activities and strategies to reach your learning goals. 

Here are some important steps to remember while you are planning your learning 
plan strategies and activities. 



You meet with your Learning Ilanager to discuss your learning goals. 
Plan the activities and strategies for reaching these goals. 
Decide on the dates when you will finish each part of your 
projects. Use your gone sheet and calendar to help you with your 
planning. 
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#^ (CE)^ has more than 100 different emDloyer sites. Using 

A infofaation about your career interests, an ERS will help you 
seleet employer sites you are interested in exploring. He/she 
will set up your placements. Once on a Learning or Skill Building 
Level sites yon will work on projects and career skills that you 
have arranged with your LM and ERS, 



At the end of each zonm^ there will be a staff review of your 
progrrts. you will have an important part in this procesa. 

As laforTOation and observationB are pulled together from all the 
prograa areas ^ you will work with the staff in reviewing your oim 
individual progress. At thar time you will also help the staff to 
prepare a progress report to your parents and plan strategies for 
completing the next aone'e activities. Rl^^ffiERi you are 
raqulred to Gomplete all Eone activities befoia you go into the 
nmxt zone. Your failure to do so will call for an immediate 
conference and an action from the Student Accountability System , 
Should you finish all activities in one zone, yQu are encouraged 
to go on to the next* It Is possible to complete all zone 
activities before the program year is out. 

You will often need learning materials to help you with your 
projects and job placements, Wiile you are on an employer sitej 

•request company brochures and other learning materials that you 
may need* To find othar materials^ our LRS will be a big help. 
The LRS knows about the materials in the Learning Center and what 
Is available in the comunity. He/she will let you know where 
materials are, but it Is your responsibility to find them. 

The Learning Center Mterlals Include books, tape rehorderss 
aud±o--visual equipment, career materials and a teletype computer. 
All Learning Center materials must be checked out, 

4 Coming Into a new program and making ,an adjustment can be 
difficult. Everyone is sure to have some problems and nead 
information and answers to questions. Guidance and counseling 
will be available from all (CE)2 staff members, certain employers 
and various comaunlty resource people* The Student Coordinator 
will oversee these services* 
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1. Be sure to be available for appointments with staff members 
during program hours, 

^ 2, Always limit your smoking to the proper area"Check with your 
Employer Instructor about smoking areas at your site, 

3. Show care for all the equipment and books In the Learning 
Center. Make sure they are checked out before you take them, 

4, You are eiipected to meet your employer's expectations for your 
dress and grooming. / 
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5, Coras to (CE)2 always prepared to work — make sure you have your 
journal, paper, pencils and any other mterlals you may need. 

6* Remeiiher^ you need the IM and ERS approval before you change 
your employer site, 

7. The lounge Is for everyone's use^make sure you help to keep it 
elean. 
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SCHOOL YEAR AQION ZONES 



Below is a chart of gone 1 with the required tasks and who ca.. help you , 



Zonci 



Ortentation 



Weekly Meetings 



To be an active, partlcipauing nembar of (CE). Is to realize your 
potential and worth aa a person while giving and receiving group 
aupport. Aa you begin to build trusty opennesi and caring, you 
will gain a batter under.**. e and Ing of youraelf and others. Being 
able to feel good about youreelf and others will help you to 
achieve a life of happinesSi gelf-responaibllity and personal 
fulfillments 

Inability to be a "GIVER" and a "DOER" may lead to "Not OK" 
feelings and poor comunication with others^-»and interfere with 
your growth as a haalthy and wholeiome perion. 



What Is i3cp#ct€d Who Helps What Con Happen 



iiiiipiuy«r Seminars 



O 




2^ J 



-Participate in activities 



Studenc Coordinator 



-Understand program 
-Begin initial activities 
^Hake new acquaintances 
and friends 

OR , 

=Conf usion 
«Fall behind on 
requiraBencs 



-Fromptness 

-Regular weekly attendance 

^Involvement 

-Interaccion 



Student Coordinator 



--Personal 
-Awareness 

others 
"-Increased 

skills 

=Loss of e 
group par 
activitle 

^Loss of f 
deeper re 
with ataf 



growth 
of self and 

comunication 

OR 

onfidance in 
ticipation and 



»rming new and 
lationships 
f and peers 



-Fromptness 

-Regular monthly attendance 

-Involvement 

-Interaction 



Student Coordinator 



-"Career information and 
preparation 

-Opportunity to meet and 
share ideas with Employers 
and other coraunlty people 
OR 

'-Loss of hely^ful 

inforinacion and suggeitions 
-Make-up work 
'Loss of credit 
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Zone! What Is Expected Who Helps What Can Happen 



You have nany personal choices in developing your own learning 
plan in the (CE)^ ppogram. While eKplorlng the problens of the 
real world by handling job responsibilities, working directly 
with QChers and making decisions, you will be putting into action 
your learning plan, thereby developing and using your skills in 
reading, writirg, listening, speaking and computini. 

Failure to develop a learning plan and strategies places the 
burden of responsibility on staff members to give you activities 
and assignments which you may find less interesting, boring and 
unnecessary. 



-Initiate first meeting 

with LM 
^Begin first project in 

Critical Thinking 
-Begin first project in 

Personal-Soc ial 

Development 
-Complete and turn in first 

project In Critical 

Thinking 
-Evaluate projecc with LM 
-Begin weekly journals 
^Plan nexC zone activities 



^Meet regularly with LM 
-Initiate and establish 
learning program 
activities and target 
dates 

-Work on Critical Thinking 
Project and Personal- 
Social Development Project 

--Establish appropriate 
study times 

■-Turn in Journals promptly 
and reguiarly 

-Regular and consistent 
attendance and performance 
on learning program 



Learning Manager 



-High level of success In 

program 
-Credit for completed work 
-Assistance in planning 

learning program 
-Assistance on projects 
OR 

-Low level of success In 

program 
-Make-up work 
-Loss of credit 
-Student Accountability 

Sys tem/Penal t ies 
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Zonel What is Expected Who Helps What Can Happen 



Using thm eapi&yer network to its fullesc by accively ehoosing 
exploraciona and Ifarning levels will help you to increase your 
knowledge of your own interestB and abilities. You will be able 
to use this inform^cion to understand career interests and to 
make decisions. You will also have che opportunity of developini 
career skills while actively using ^terlals and resources 
located on eaployer sites of your choice. 

It is your responsibility to use the employer network and 
resources with a high degree of involvement. Your failure to do 
so creates situations in which. you limit the possibility 'of 
future career options^ job opportunities and advancement. You 
will also run the risk of losing valuable "know-how" needed to 
pursue a career intarest and the steps necesaary to prepare 
yDurself to meec basic job requirements. 



-Initiate meetings with 
ERi 

-Make exploration choices 
-Go on eaiplo rat ions/ 

Learning Levels 
-Meet with ERS to evaluate 

first exploration 
^Turn in weekly time slips 
-Complete and turn in 

first €3Cploration package 



-Meet regularly with ERS 
-Select and participate 

on explorations and 

Learning Level 
^Complete and turn in 

exploration packages 
'-Submit weekly time illps 
--Regular and consiitent 

attendance and 

performance on job site 
-FroBptly meet appointment 

tines with Employers 



Employer Relatione 
ipeciallst 



--High level of success in 

career development 
-^Credit for completed work 
^Assistance and 

information regarding 

future employment 

possibilities from 

employers 
"'Variety of experiences In 

career areas 
OR 

=^Low level of success 
^Loss of credit 
^Loss of time credit 
-Loss of Job site ^ 
-Make-up work 
-Student Accountability 
System/Penalties 
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What is Expected Who Helps What Can Happen 



As you move outside the feur walls of the classroom and oake the 
coamunlty your gchool, you will find many resources and people 
who offer a variety of onportunltles for learning. You will also 
develop aGd put to use "competencies" or "survival skills" which 
will enable you to get aloni in soeieCy, becrme a responsible 
citizen and assist you in making decisions in your personal life. 

By not exploring the vast material and human resources, In the 
coomunitya you lose the opportunity of discovering new ideas, 
values and information. You will be forced to depend on others 
rather than yourself. In addition, it will be more difficult 
for you to become an independent adult. 



^Initiate first meeting 

with LRS 
-Orientation in locating 

(CE)^ and community 

rebources and materials 
-Orientation to 

competencies 
^Begin first competency 
-Establish competency 

targec dates 



^Proper checking out and 
handling of materials and 
equipment 

-Proper use of resources 

-Meet regularly with LRS to 
set up competencies 

--Prompt attendance at 
competency seminars 

-Promptly meet appointment 
times with competency 
certifiers and tutors 



Lsarning Resource 
Specialist 



-Successful use of (CE)^ 
and community resourcei 
and materials 

-High level of success In 
setting up and completing 
competency requirement 

-Assistance in finding 
materials and resources 
for projects 

OR 

—Denied UFf? naterials 

and resov 
-Loss of comi :tency credit 
-Student Accountability 

System/Penalties 
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Below is a calendar for Zone 1 to help you plan a schadule for the completion 
of program activities and requirements in this time block. You will need to 
refer to the first zone activities in order to complete thissection . 

During Orientation you will be working with different staff members who will 
assist you in setting up your learning program and give you some clues on how 
to set up your calendar and establish activity target dates, 

REKQlBERi All activities In the first zone must be completed and turned in 
by the end of the zone in order to receive credit and start the 
next zone* 



SUNDAY 
SEPTEMBER 

1 




TUESDAY 

C 

O 


1 WEDNfSDAY 
AIENTATION WE 

1 


j THUreOAY 
5 


FRIDAY 

(i 


SATUflDAY 


,s 


!) 


1 


10 


11 


12 


l:! 


II 


1:") 


l(i 

a 


1 


7 


IS 


H) 


End of Zone 1 

20 


21 



n 
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ZONE 1^ Septtmber 3, 1974 to September 20, 1974 

Acte^ employer serninars 



^ientation f'learning naniec/how I feel about 
being here") 

InitiiJ rneetii^s with Learninf Managers 

Initial meetir^s with Employer Relations Specialists 

Initial meetings with Learning Resource Specialist 

Make exploration choicee 

Go on explorations/learning level 

Meet with Employer Relations Specialist to evaluate 
first e^qploration 

Compl^ite and creAt first exploration 
Start first competency 

Subniit time slips ^ 
Attend mandatoiy weekly meetings 1^ 



Begin journal 

Begin first project (Critical Thinking) 
Begin second project (Personal/Social Development) 
Sign in/out appropriately 
Regular program and Job site attendance 
Consistent program and job site performance 
Complete first project (Critical Thinking) 
Meet regularly with Learning Manager 
Meet re^arly with Employer Relations Specialist 
Report progress to parents 
Plan next zone activities 
Complete first competeMy 



Keep a record of all the activities you complete. Use the chart below to 
help you out* This information will come in handy as you plan each zone. 



EMPLOYER SITE 



ATTENDANCE 


MON 


TUE 


WED 


THU 


FRI 


SEP 2 ^SEP 6 


H 










SEP 9 - SEP 13 












SEP 16 - SEP 20 













KEY 

A-absent 
H-holiday 
iX-exploraiion level 

SB'-skUl building 
COMP- competencies 
LC-learnrng center 

attendance 
WIV!^ weekly meetings 
P^number posstbia 
M^number missed 
L-»numbep late 



LEAmiNG 
ACTIVITIES 


EX 


PR 


COMP 


L 

P 


C 

A 


WM 
P 1 A 


J 

P 


OURNi 
M 


^L 

L 


OTHER 


SEP 2 - SEP 6 
























SEP 9 - SEP 13 
























SEP IS ^ SEP 20 
























ZONE TOTAL 
























TOTAL TO DATE 
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PLANNING 



SnmPLEWEEK 



Here is an exaapla of how you may 
to help you plan out your aetlvit 



9:00 



iiOO 



MONDAY 

Arrive at L^amliig 
HsadAtory Weekly 

"(CE)^ Clear InghQuat" 

Start on Life Skills ^ 
"1 was s TeeDage 
Stilentiat*' - A BQi^ntm 
PreJ^et 

^mch it L#arnisg 
Center 



Attend 4 Csspetefisy 
S^Kifiar vprkisg en 
Coapeteney §1 - the 
ssMunlty reBQurce^ 
person will prsvlde 
bsckgrQund lfifsr»tldfi 
and an§wer qyeaElqna 
about cercif Icscion 

Write In Jsurnal 



Leave en (CE)^ van 
fur T.H,S. 



TUESDAY 

Arrive at Learalag 
CsBter 

B^40 Leave oq vaa to 
e^loyst site ^ 

AilstAEc Inmrasce 

Ixplere sice Aad «^rk 
on Ezplsratlon Fs^kiigi 



organise a typical week. Use this example 
ies for each of the weeks in a time zone, 
WEDNESDAY 



Arrive at Learaiag 
Center 

BtkQ Leave on van to 
^ployer alte ^ 
continue esplsratisn 
ot Allstate Insurance 



Esplore site and work 
sn iJEploratien Paekage 



2ilO Leave Allatafe 
for Lefirning Center 

2ikO Leave on van tot 



Leave Allstate fgr 
Learning Center 

Leave on van for 



THURSDAY 

Arrive at Learning 
Ceater 



Si 40 Leave sn van to 
eBpIsyer alte ^ 
qsapleta esploratlsn 
at Allatate Insurance 



ni40 Leave AllBtate 
for Learning Center 

12 1 DO Luneh at Learsing 
Center 

UOO Heet with Leamini 
Hanager ^ Megatlate 
project 

2:00 Write In journal 

2i25 Meet «ith LM - 
set up co^itengy 
appaintaent 



1 40 Leave on van 
or T.H^S* 



FRIDAY 



Arrive at Learning 
Center 

9iOO lull gfqyp 
meeting with ERS 

Co over esploration 
proceaa and package 

lOMB Make corrections 
in paekage < 

10:30 Work on Science 
project - sake an 
appolnt&eat at Georgia 
Pa^lfie Oypaua Lab 
for resource 
Inf ynutlon 

111 30 rlEiiah up 
weekly journal and 
turn in to Uf 

liiOO Lunch at 
Learning Center 

llOO AppQintBient with 
EI at Ailfltate to 
certify exploration 
package - verify tlae 
slip 

2:00 Leave for Learning 
Center 

2 1 20 Arrive at Lear^ilng 
Center - Turn In 
certified exploration 
package - Turn In 
verified tletj alip - 
Hake out Transportation 
Request for the next 
week 
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STUDENT SERVICES 



STRhTEGY 

Okay! You have completed the first zone and are on your way to planning your 
success in the (CE)2 program. Now it is time to begin the next zone. All 
the required activities are listed below. Use your calendar and chart to 
plan target dates and record information. 

Make sure you attend the mandatory weekly meeting. This will be a planning 
seasion where the staff will assist you in setting up your activities in 
Zone 2. 

RSi^IBER^ Your zone calendar muFC be signed by your learning manager when 
it has been filled out and completed. Make sure you give your 
learning manager a copy of your calendar. 



SUNDAY 
SEPTEMBER 


MONDAY 


TUESDAY 

•n 


WEDNiSDAY 


THU^AY 

m 


FRIDAY 

27 


SATURDAY 


2i) 




OCTOBER 

1 


2 


') 
•) 


1 


5 


(i 




K 


!) 


10 


11 


12 


1 o 


u 


If) 


l(i 


17 


End of Zona 2 

i« 


19 
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Appendix M (Student Handbook) 



ZONE 2i ^ Septettber 23, 1974 to October 
Sttident/staff retreat 

Meet regulariy with Employtr Relations Speoiriist 
t© evaluate ej^lorationi and choose new altes 

Complete second exploration by October 4 or 
bepn learning level 

Begin to. choose learning levels 

Begin second and third competencies 

Attend mandatory weekly meetings 

Attend employer seminars 

Submit weekly joumal 

Revfew journal individuidly 



18, 1974 

Review journal in correspondent groups 

Complete second project (Peraonal/Social Development 

Begin third project 

Submit weekly time slips 

Regular program and Job site attendance 

Consistent learning program and job site performance 

Meet regularly with Learning Manager 

Sign in^ut app^priately : 

Report pr^ress to parents 

Plan nex^; Eone activities 

Complete second and third competencies 



EMPLOYER SITE 



AnENOAIiMCE 


MOIM 


tUE 


WED 


THU 


FBI 


SEP 23 - SEP 27 












SEP 30 - OCT 4 












OCT 7 - OCT IT 












OCT 14 - OCT 18 








-rt 





KEY 

H*' holiday 
EX-espioratiQn level 
PR^projBcti 
SD-Skill building 
COMP= compatehciii 
LC ^learning canter 

attendance 
VyM-vveekly meetings 

number poisible 
fVI»number missed 
L" number lete 



LEARNING 
ACTIVITIES 


EX 


PR 


COMP 


LC 


WM 


JOURNAL 


OTHER 










P 


A 


P 


A 


P 




L 




SEP 23 - SEP 27 
























SEP 30 - OCT 4 


























OCT? ^ OCT 11 
























OCT 14 ' OCT IS 
























ZONE TOTAL 
























TOTAL TO DATE | 

























2'a:' 
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STUDENT SERVICES 

STRRTEGY 

HERE WE GO RGfllNi ^ 
Remember These Steps ^ 

1 LOOK AT THE ZONE ACTIVITIES \ 

2 ATTEND THE ZONE PLANNING IffiETING 

3 FILL OUT THE ZONE CALENDAR AND RECORD INFORMATION ON THE CHART 

4 HAVE YOUR LEARNING MANAGER SIGN THE CObffLETED CALENDAR 

5 PARTICIPATE IN STAFF REVIEW OF YOUR PROGRESS 



SUNDAY 
OCTOBER 

m 


MONDAY 

■ i\ 


TUESDAY 

Hi 1 i 


WiDNESDAV 

23 


THURSDAY 

24 


FRIDAY 

25 


SATURDAY 

2(i 


11 


is 




:]() 


31 


NOVEMBER 

1 


2 


•) 
-J 


4 


") 


(i 


7 




9 


II) 




12 


l;! 


14 


End ol Zone 3 

15 


l(i 
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Appmdix A (Student Handbook) 
ZONE 31 , Octobtr 21, 1974 to November IS, 1974 



Partioipatt conaistently on employer sltei 
(explo rati on/learning level) 

Continue to And learning levels 

Begin learning level by November 27 

^gin fourth and fifth competenciei 

Attend mandafcoiy weekly meetings 

Attend empl^er seminars 

Submit weekly Journal 

(CE)2 Journal review 

Complete third project 



Begin fourth project 

Submit weekly time slips 

Regular program attendance 

Weet regularly with Learning Manager 

Meet regiUarly with Employer Relations Specialist 

Sign in/out appropriately 

neport progress to parenta 

Plan next zom activities 

Complete fourth and flfth competencies 



ATTENDANCi 


MON 


TUE 


WED 


THU 


FRI 


OCT 21 • OCT 25 












OCT 28 . NOV 1 












NO V 4 - NOV 8 












NOV 11 • NOV 15 


H 











KEY 

A absent 

H^hQllday 

EX <^txp I oration level 

PR^pfaJoGti 

SB^skill building 

COMF^cornpetenoies 

LG ^learning cdnter 

attendance 
VVM^vyfekly meetings 
P^number posiible 
M^numbfir inlssad 
number late 



LEARNIiSIG 
ACTIVITIES 


EX 


PR 


COMP 


L 

P 


C 

A 


P 


ivi 

A 


J 

P 


OURN 
M 


AL 

L 


OTHER 


OCT 21 - aCT2S 
























OCT 28 - NOV 1 
























NOV 4 - NOV 8 
























NOV 11 - NOV IS 
























ZONE TOTAL 
























TOTAL TO DATE 
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STUDENT SERVICES 



STRfSTEGV 

If you have reached this Eone, give yourself a slap on che ,«ack. You are 
halfway through the program year. y ' ' 

Have you found the secret to planning your success in the program? 



now 



REMEMBIiR THE. PLANNING STEPS; 



1 LOOK AT THE ZONE ACTIVrTIES 

2 ATTEND THE ZONE PLANING MEETING 

3 FILL OUT THE ZONE CALENDAR AND RECORD INF0R2'IATI0N ON THE CHAR'/ 

4 HAVE YOUR LEARNINC-'mANACER SIGH THE COMPLETED CALENDAR ,' 

5 PARTICIPATE IN STAFF REVTEW OF YOUR PROGRESS 



SUNDAY 
NOVEMBER 

1 / 


MONDAY 

In 


1 - 

TUESDAY 
1 n 

I!) 


WIDNESDAY 

if) 


THURSDAY 

21 


FRIDAY 


SATURDAY 

2;} 


i 1 




, 2() 


2/ 


Than 

28 




:iO 


DECEMBER 

1 
1 


o 


o 
o 


1 


■) 


() 


7 


H 


!) 


10 


1! 


\2 




14 


15 


Hi 


17 


1,S 


1!) 


20 


. 21 




• v:?^iS: ;;-.?:i?v-:'- vri^rSO 








27 


2X 








JANUARY 

1 


, :2 


End ol lone 4 

•J 


'1 
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Appendix A (Studmnt Handbook) 



ZONE 4 J November 18, 1974 to January 3, 1975 



Staff to review atudant progress 
Bagin sljcth and seventh competencies 
Attend mmidator^ weekly meetingi 
Attend employer seminars 
Submit weekly Jounial 
Complete fourth project 
Begin fifth project 
Submit weekly time slips 



Meet regularly with Learning Manager 

Meet j^egulgriy with Employer Relations Specialist 

Regular program and job site attendance 

Consistent leaning program and job site performance 

Sign in/out appropriately 

Report progress to parerits 

Plan next zone aetivitiea 

Complete si>dh and seventh competencies 



ATTENDANCE 


MON 


TUE 


WED 


THU 




NOV 18 - NOV 22 












NOV 25 ^ NOV 2i 








H 


H 


DEC 2 - DEC € 






K 






DEC 9 - DEC 13 












DEC 16 * DEC 20 






\ 






DEC 23 ' DEC 27 


H 


H 


H 


H 


H 


DEC 30- JAN 3 

I 


H 


H 


H 


H 


" 1 



KEY 

A -absent 
holiday 
EK^exploruiioh level 
PR^projicts 
iB>-ski|l buildiny 
COMP- competencies 
LC* learning center 

attendfince 
WM^ weekly tiieettngs 
P = numbef possible 
IVI-number missed 
l^^iiunibef late 



LEARNING 
ACTIVITIES 


EX 


PR 


COMP 


L 

P 


C 

A 


V\ 

P 


m 

A 


J 

P 


OURN 
M 


AL 

L 


OTHER 


NOV 18 - NOV 22 
























NOV 26 ' NOV 29 
























DEC 2 - DEC 6 
























DEC 9 - DEC 13 
























DEC 16 ^ DEC 20 
























ZONE TOTAL 
























TOTAL TO DATE 














- - 
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STUDENT SERVICES 




t^PY NEW YEAR 

Hake sure you start the new year off right by completing your zone calendar 
and turning it in to your Learning Manager* 

If you can't remember the steps go back to Zone 4, 



SUNDAY 

JANUARY 

V) 


MONDAY 

() 


TUESDAY 


WEDNESDAY 

S 


THURSDAY 


FRIDAY 

10 


SATURDAY 

11 


12 




14 


h) 


Ki 


17 


1<S 


1!) 


20 


21 


22 


23 


21 


25 


2(i 


' 1 


2.S 


2!) 




End of Zone 5 

:;i 


FEBRUARY 

1 
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Appmndix A (Student Handbook) 



ZONE 5: January 6] 1975 to Jattuaty 31, 1975 



Begiii eighth dompeteney 
Attend inaiiditory weekly meetings 
Attend employer seminars 
S^mit weekly journal 1 
Complete fifth projeet \ 

Begin sixth and seve^h pi^pjects 

' \ 
Regular meetings -With Leaniii^ Manager 

Regtdar meetings with Emplpyer Relatjons 
Specialist \ 



Submit weekly time slipi 

Regular program and Job site attendance 

Consistent learning program and Job site performance 

Special meeting^ for studentfi having difficulties ftUfllling 
program requirements 

Sign in/out appropriately 

Report progress to parents 

Plan next Eone activities 

Complete ei^th compettocy 



ATTENDANCE 


MON 


TUE 


WED 


THU 


FRI 


JAN 6 - JAN 10 




\ 








jm 13 - JAN 17 




\ 




i 




JAN 20 • JAN 24 




/ 








JAN 27 - JAN 31 













KEY 

A-abseni 
H'^hpliday 

IX-eMplpration leva! 
PR^projtcii 

SB^skitl building 
COMP« aompetencies 
LC^Ieaming center 

attendance 
WM-weekly meetfngs 
Renumber possible 
M<^numbef missed 
number late 



LEARNING 
ACTIVITIES 


EX 


PR 


com 


L 

p 


c 

A 


W 

P 


M 

A 


J 

P \ 


OURN^ 
M 


ftL 

L 


^THER 


JAN 6 • JAN 10 




\ 




















JAN 13 r JAN 17 
























JAN 20 - JAN 24, 
























JAN 27 - JAN 31 1 
























ZONE TOTAL 
























TOTAL TO DATE 

























?3a 
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STUDENT SERVICES 




Are you ready to go again? Keep up the good work. 
Remember the planning atepa as you fill out your calendar* 



SUNDAY 
FEBRUARY 

2 


MONDAy 


TUESDAY 

4 


WEDNESDAY 

5 


mu^DAY 

6 


FRIDAY 

7 


SATURPAV 

8 


9 


1 10 


11 


12 


13 


14 


15 


16 


/ 

1 

i 

j 

17 


18 


19 


20 


21 


- 22 


23 


24 


25 


26 


27 


28 


MARCH 

1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 


13 


14 


15 


Hi 




18 


19 


20 




22 



/ 

274 
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Appmndix A (Student NMndbook) 



ZONE 6i F^ruary 3, 1975 to March 21, 1975 



Have five eKplom^fnns cornpleted 

Begin ninth and tenth eompetencies 

Attend mandatory weekly meetings 

Attend empl^ar seminars 

Subtiiit weekly jouraal 

Complete si>dh and seventh projecti 

Begin eighth and ninth projecta 

Subniit. w^kly time slips 

Meet regularly with Learhing Manager 



Meet rngularlv with Employer Relations ^eeiallst 
Regular program md job^ site attendance 
, Consistent learmng program and job site performance 
Staff to review student progresi 
Sign in/out appropriately 
Report pr^resi to parents 
Plan next zom aativities 
Complete ninth and tenth eompetenciec 



ATTENbAIMCE 


MON 


TUE 


WED 


THU 


FRI 


FEB 3 - FEB 7 












FEB 10 ■ FEB 14 












FEB 17 . FEB ai 












FEB 24 . FEB 28 










f 


MAR 3 • MAR 7 












MAR 10 ' MAR 14 












MAR 17 - MAR 21 


H 


H 




H 


H 



KEY 

.A -absent 
H=-holiday 
EM ^exploration tevef 
'PR^pfojects 
SB^ikiti building 
COlV!P= competenGies 
LC = learning center 

attendance 
WM'-wtekty meetings 

number possible 
M-number missed 
number late 



LEARMING 

ACTIVmES 


EX 


PR 


COMP 


LC 


WM 


J 


OURNAL 


OTHER 










P 


A 


P 


A 


P 


M 


L 




FEB a - FEB 7 
























FEB 10 - FEB 14 
























FEB 17 - FEB 21 
























FEB 24 - FEB 28 
























MAR 3 - MAR 7 
























MAR 10 - MAR 14 
























ZONE TOTAL 
























TOTAL TO DATE 

- — 
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STUDENT SERVICES ^ 

STRATEGY 

Don-t let up now! You are on the last leg of competing your succeas in the 
(CE)^ program. \ 

Keep up the good work. Remember the planning steps, \ 



SUNDAY 
MARCH 

23 


MONDAY 

24 


TUISDAY 

25 


WiWESDAY 

26 


THURSDAY 

27 


^IDAY 

28 


SATURDAY 

29 


;]() 


31 


APRIL 

1 


■) 


■) 
'J 


4 


5 




I 


S 


9 


10 


11 


12 


13 


} 

14 


15 


Hi 


17 


18 


19 


20 


21 




23 


24 


25 


2fi 


27 


28 


29 


30 


MAV 

1 


2 


o 
0 


1 




(i 


I 


M 


End of Zone 7 

i) 


loj 
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Appendix A (Studmnt Handbook) 



ZONE 7i March 24, 1975 to May 1975 



Progress check 

^gln elevanUi and twelfth competeiwies 

Attend niandatoi^ weekly meattngs 

Atteod amployer seminars 

Bubniit weekly jouraal 

Complete al^th and Mnth projacts 

Begin tenth project 

Subniit weakly time slips 



Conslitant lesfning program and Job sit perfbrmance 

Regular program and Job site attendance 

Meet re^arly wiUi Learning Meager 

Meet regUarly with Employer Relations ^eeialist 

Sign in/out appropHately 

Report prufess to p;., jnts 

Plan next zon^ nctlvitiee 

CompiL J ek. wiiUi and twelfth competencies 



ATTENDANCE 


MON j TUE 


WED 


THU 


FRI 


MAR 24 » MAR 28 












Mar 31 APR 4 












APR 7 APR 11 












APR 14 - APR 18 












APR 21 - APR iS 












APR ^ MAY 2 












MAY 5 ' MAY 9 













KEY 

A ^ absent 
H-holiday 

i)( -exploration level 
PR-proitcts 
SB^ikiil building 
COMP ^ compottnci es 
LC- learning center 

attendanee 
WM^woekly meetings 

number possible 
IVI ^number missed 
L- number l&te 



LEARNING 
ACTIVITIES 


EX 


PR 


COMP 


L 


C 


WM 


JOURNAL 


OTHER 










P 


A 


P 


A 


P 


M 


L 




MAR 24 - MAR 28 
























MAR 31 - APR 4 
























APR 7-^ APR 11 
























APR 14 ^ APR 18 
























AW 21 - APR 2i 
























APR 28 - MAY 2 
























MAY S - MAY S 
























ZONE TOTAL 
























TOTAL TO DATE 
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STUDENT SERVICES 

STRATEGY 

Hang In there, baby! You have four weeks to go* 



SUNDAY 
MAY 

n 

i 1 


MONDAY 


TUISDAY 


WEDNiSDAY 

11 
1 I 


THU^DAY 


FRIDAY 

1l{ 


SATUK)AY 
i / 


IS 


1!) 


■>{} 




22 


')•> 


24 






■>1 


2.S 


29 


Memorial Day 

m 


31 


JUNE 

- i i 


2 


0 


1 


5 


ind of Zone 8 

(i 


/ 



/ * M 
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Appmndix A (Student Hmndbook} 



ZpNE 8 I May 12, 1975 to June 6; 1975 



Begin thirteenth comj^tency 

i 

Attend mandatoiy weekly meetings 

Attei^ employer seminars 

Si^mit weekly journal 

Complete tenth projeet by May 23, 1975 

Complete program requirementg 

Submit weekly time alipg 

Consistent learning program and job site 
parforma^e 



Regular program and job site attendance 

Meet regularly with learning Manager 

Meet regularly wito Employer Relations ^eoialiat 

Sign In/out approprtately 

Report pr^regs to parents 

Complete thirteenth competent 

Graduation ; 



ATTENDANCE 


MON 


TUE 


WED 


THU 




MAY 12 •MAY 18 












MAY 19 -MAY 33 












MAY 26 - MAY 30 


\ 

H 

— rH 










JUN 2 • JUN 6 













KEY 

H^hol iday 
EX-eMpiaratton level 

^S^SkMI building 

» competenQies 
LC-learntng ctnter 

sttf ndande 
WM<^ weekly meetings 
Renumber possible 
M^numbef missed 
L- number late 



UARNING 

isfeTIVITIES 


EX 


PR 


COMP 


L 

P 


C 

A 


P 


M 

A 


J 

P 


OURNi 
M 


L 


OTHER 


MAY 12 - MAY IS 
























MAY 19 - MAY 23 
























MAY 26 - MAY 30 
























JUN 2 - JUN 6 
























ZONE TOTAL 
























TOTAL TO DATE 























The momeiic has arrived. You have successfully completed the program 
requirements, ' 

Now you put into practice all the skills and Information you have learned 
this year in (CB)^-^ Where do you go from here? 
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STUDENT SERVICES 



STUDENT ftCCOUNTflBIUTY SYSTEfTl 

At (CE)^? amphasis is placed on providing opportunities for the student 
make effective decisions, resolve everyday problems and manage self. Thest! 
opportunities are intended to provide an educational program relevant to the 
needs of each Individual student. However, many other people are partners in 
this endeavor and their needs must also be met* 

Through the Accountability System, students are made aware of and held 
accountable for their responsibilities to the program and to their individual 
growth. Sometimes, student behaviors may interfere with the accomplishment 
of learning. In such inatanceSi the Student Accountability System is 
implemented to solve the problem. 

The following is a breakdown of the Student Accountability System: 

What Is Who Gets What 
Expected Involved Hoppens 



--Obeying the law while 


Fart?nt 


Wht^n Cliero 1h evidi*n*'f? 


in program 






^Appropriate conduct 


Employe r InBtrucCtsr 


IvHH t hiin HrJ E i H f .it t » > r I 1 y 


while representing 




In iii.y of theso nreHH, 


(CE). 


Employer ReiatlonB 


a conff.'rtnrf will taki/ 


-High level of 


Spec ialis t 


place with the BtudHnt 


cooperaEion with 




to clarify c o nc O r n h = It 


employera/ 3 caff /students 


I^earning Resourct 


is during this ueeting 


^Being educationally 


Specialist 


chnt appropriate natursl 


productive 




eongyquences must put 


-Eatablishlng Eone 


Learning Manager 


in wrltiiig. 


planning eCrategies 




If Improvtjment has not 


and goals 


Student Coord inator 


occurred after an 


-Initiating/completing/ 




established period of 


suboitting projects 


Project Director 


time^ a conference with 


-Saiecting explorations/ 




parents/staff/Btudents 


learning level 




will be held to reach 


^Establishing cpspetincy 




new agreements. 


target daces 




Fnllufe to fulfill 


-^Haintaining employer 




penalties and to ifflpruve 


site 




in meeting 


^Turning in cottplered 




reepons lb 1 1 1 1 i calls 


exploration packages 




for nn iKfiediatp 


-Turnj.ng in time sllpo 




conf ert^nce 1 nvo 1 v I ng 


on t ioe 




St udent /a ta f f / pa runt nnd 


^Signing In/out 




Pro jyat Director > 


appropriately 






-Keeping appointoents 




Types of penal ties i 


-Fp Ilowing 




c rans( ortation 




-Make up work 


agreemencs 




= !.oss of lounge 


^Showing care for 




privilege 


facility and equipment 




=-Monitoi tng systeBi 


^Subaitcing jsurnalB 




-Contracts 


-Establishing reasonable 




^ Re pay inconven lence 


lunch hours 




time 


-Negotiating daily 




^Loss of time credit 


reporting and ending 




- Lo s s of p r ( f j d t L 


timea 




cred l t 


-Negotiating vacation 
time / 




--Lass of exploration 




t red It 


( 


'i.oss of t^rn{> lt>y e r site 
"Probationary period 



^Suspens ion 
"Dismissal from 
prograni 
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TRflNSPORTfiTJON SYSTim 

.^i following procedures are in effect for the conduct of the transportation 
system for (CE)^, 

Sarvice The (CE) 2 transportation service is intended to 

support the student transportation needs to and from 
amployer and comunity sites. This service demands 
efficiency and group potential, and is not intended 
to be an individual taxi service » 



Transportation to and from the home may be provided 
by ^ 

a. student biaycle 

b, riding the Tigard School District bus system to 
the high school for pickup by the (CE)2van, The 
van will return students to the high school at 
3i00 p#m. daily; a school bus ran be used for 
transportation home. Later in the dgv the van 
will return to the high school where ^cudRnts may 
catch a Tigard High School activity bus. 

c, riding with a friend 

d. private automobile 

Transportation to and from employei and comunity 
jites may be provided by^ 

a, student bicycle 

b, Trl-Met bus 

c, (CE) 2 van 

d* private automobile 
c* riding with a friend 

The mode of transportation must be approved by the 
student -s parents. At no time is hitch--hlklng 
allowed while a student is participating in the (CE), 
program. " , ' 



Student bicycle You may use your bicycle to coimute between the 

Learning Center, your home and employer sites. Much 
faster than walkings it Is an enjoyable^ healthful, 
nonpolluting way to get around. You may want to use 
your bicycle riding to complete the Physical Health 
Competency* 

Tri=Met Bus (CE) 2 will purchase and provide for each student a 
Tri-Met student pass* Tri-Met student tickets will 
be available for those who ^wiah to use the bus 
system. Tickets may be obtained from the 
receptionist * 



0.1 ^ 
^ u u 
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STUDENV SERVICES 



(CE)^ Van Sched u ling: s You are required to schedule 

transportation needs one day in advance, Monday 
transportation must be scheduled before the end of 
the day Friday. Transportation requests ^ except in 
dire emerssncy, will not be accepted by telephone. 
In s^e cases, bicause of scheduling, you will have 
to wait for the van^s arrival at emplDyer sites. 
Study, reading t Project and other (CE)2 work can and 
should be done during this waiting period* 

Student Responsibility ! Students are to submit to 
the authority and direction of the van driver while 
using the transportation service. Students are to be 
considerate of the driver and other passengers in the 
van and exhibit acceptable conduct in the public view. 
Gestures and disrespect to other motorists or 
pedestrians are unacceptable. The problem of smoking 
in the van will be determined by .'^udent decision and 
will be enforced accordlrjgly. Ail passengers are 
responrdible to help maintain the cleanliness and good 
condition of the vehicle. 



mi: 



Private Auto It la possible on prior approval of the LM and ERS to 
Ijlye your private auto and to be reimbursed for 
mileage to and from employer sites. Students will be 
reimbursed for driving to employer sites on the 
recoBmendatlon of their Employer Reia^^'v a Spaciallat, 
T^Q reimbursement will be made when It Is obvious that 
other forms of transportation could have been used 
(Trl-^Metp (CE)2 van, or carpooling with another 
student ) ^ Wieti It Is deemed necessary for a student 
to drive his or her own car, the reimbursement rate 
will be 8^ per mllet If the student transports two 
or more other students, the reimbursement rate will 
be 13^ per mile. Students will not be reimbursed for 
mileage from home to the Learning Center and return. 



\ 
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Apppndix A (Student Handboak) 




As you plan your learning program, you will find that it 
will ba necessary to fill out varioua forms* These fovma 
help to tell us where you are, what you are doing and what 
you need. 

It is your responsibility to fill these forms out correctly 
and turn them in on time. Nobody else will do it for you* 
Copies of the forms and the necessary steps to fill them 
out correctly have been included in this section for you. 
Read each one carefully. 

Use this information in your handbook when you have to £111 
out a particular form and can't remember how to do it. 
These forma are an important part of your program. Remember 
to use them and use them correctly . 
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STUDENT SERVICES 



What it is 

Sign In/Out Sheet 

This must be filled out every 
day. The Student 
Accountability System will bd 
used when you do not properly 
use this form. 



^kiy Time Slip 



This form telle U£ where you 
have spent your time during 
the week* The time slip must 
be verified by your Employer 
Instructor and turned in by 
Friday afternoon* 

See your ERS if you need to make 
other arrangements. 



Wliere Who 



Located in 
Learning Resource 
Center 



Staff will chfck 
the sign and 
out book every 
day 





Located by Phyl^s 
desk 



ERS 





EKLC 
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lot ft is 



Vyhere 



Who 



Student Tronsportotion Request Form 



When you plan to use the (CE)2 
van, you must fill out a 
transportation request formt 
It la Important that you plan 
your schedule out far enough 
in advance so the 
Transportation Coordinator 
has a chance to fit you in 
the schedule. 

The requeBt must be made a day 
in advance and all requests 
for the following week must be 
in by Friday afternoon. 

R©f£MBERi no request form—no 
ride in the van* 



Located by the 
sign in/out book 



Transportation 
Coordinator 





Student Transportation Reimbursement Request Form 



Use this form to collect gas 
money whan you use your car 
to go out on eKploratidns or 
other program purposes* 

Make sure you check with your 
ERS and LM before using your 
car . 



Located by Phyl*i 
desk 



equest 

Staf k 

Turn in to Phyl 



Read the Transportation 
Statement in the Handbook so 
you are aware of hoW much you 
may collect and why. 
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What it is Where Who # 

Cioim for Reimbursement 

Sometimes you will ssad books Y a will need to 

or special matferiAls whan you ask Jewel for this 

are working on project i or form 
other learning activities* 
(CE)2 wij.l help get these for 
you. Make sure you let your 
LM or ERS know* 




Staff member needs 
to sign this 
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_ * 

Commoniii tasked Questions 



How Are Students 
Represented on the 
Board of Directors? 



The students vtll elect a returning 
student to act as a representative 
at the beginning of the school year. 
This atudtnt will represent their 
views to the Board and will also 
share Board actloiis with other (CE)? 
students. At mid=yearj a second 
election will be held so ^ new 
student may be elected ti serve dh 
the Board . 



Do I Receive Grades? No. You will be evaluated according 

to the progress you make in carrying 
out your learning plan and you will 
be continually meeting with staff 
and employers to evaluate growth. 
Parent conferences as well as many 
progress reports will be used to 
inform your parents about your 
learning progress in the program* 

V^at Are Program Hours? The Learning Center is open from 

8l30 a*m. to 5iOO p*m* Remember 
that you must be available to the 
program for appointments and 
learning for at least six hours a 
day (2%-3 hours of this is spent on 
employer Rites) , 



Do I Get Paid V^ile Jobs with employers where students 
on My Employer Site? are currently placed or have had a 

Learning Level placement must be 
performed before 8^30 a#m. or after 
5^00 p*m* weekdays, or on weekends 
and vacations* In no case are 
work=for-pay hours on (CE)2 employer 
sites to coinnide with program 
hours . 

Students may hold part time jobs 
during the day as long as the hourly 
requirements of the (CE)2 program 
are met* Such employment may be 
by employers participating in the 
(CE)2 programi 
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Will (CE)2 Prepare Me for 


Preparation for college as well as a career 
depsne's on your seriousness , but there Is every 
reason to believe that (CE)2 can be an important 
experience in the process of preparing for 
college. (CE)2 will make available to you all 
of the expected services as well as necessary 
records for college application* 


How Do I Know if (CE)2 is 
Cloaad Down BeQause of Bad 
Weather Or Something Else? 


Imergency school closure generally corresponds 
to Tigard School District Policy, Announcements 
of Tigard School closure will be on the 
following radio stations: lOJIK, KISN, KGW, KEX, 
KOIN, KWJJ* 


May I Attend Soma tigard 
High School or College 
Classes and Still Be In 
(CE)2? 


Yes, Check with your LM if you decide you 
would like to Include these elaasea in your 
leaning program. 


High School 1 


Yss m But remember that any time you are at 
Tigard High School you mus*t follow all Tigard 
High School rules* 


May I Smoke While In (CE)2? 


STOklng is strongly discouraged. However » it is 
pandtted in the lotmge of the Learning Center. 



May I Participate la Yes. Check with your LM if you need aaaigtance. 

Extracurricular Activities 
at Tigard High School? 
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aetlvity file— a file, by topic and life skill area, of potantial activities 
tot projects designed^ as an idea bank to help you in project writing and 
negotiation 

Applied Basic Skills— the Readings Comunication and Math Skills used in the 
performance of tasks, the solution of problems and the learning of concepts 

assessment — a measure of growtL 

Basic Skillg" ReadinE. Conmunication and Math Skills used to perform tasks, 
solve problems and learn new ideas 

budgeting time— planning your daily schedule so that there is enough time to 
do all that needs to be done 

Career Development" the component of the (CE)2 program dealing with aspects^ 
of the world of work 

certif icaticr i!"when a comunity resource person or (CE)^ staff member 
declares that the student has successfully completed part of a Competency 

(CE) 2 — Coimuni ty Experiences for Career Education, pronounced "cee eee two" 

CIS™ Career InforaMtion System-^-^an activity which helps you determine career 
interest by using the computer term.*.n/?,l , 

CMI~ Career Maturity Inventory— a test which assesses people's feelings, 
attitudes and Information about different careers 

Community Resource Flj.^- -a listing of places and people in the community who 
can help you with your Learning Plan 

Competencies- ^survival skills which employers and ojther adults in the Tigard 
coflimunity feel a pgrson must have in order to get along in society* 
Completion of each^part of a Competency is certified by a conmunity member^ 
Seven Competencies must be completed during the first program year and the 
remaining six during the second year of involvement* You need to get a copy 
of "The Competencies" which defines each individual Competency , 

correspondent~ a member of the (CE)^ staff who regularly reads and responds 
in writing to your Journal 

critjrla"the standards by which we Judge or measure something 

CTBS — Comprehensive Test of Basic Skills— tests student ability in Reading, 
Language, Math and Study Skills 

% 

curriculum" the things tliat you learn and the way that you learn them 
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mCE"Effiployer^Based Career Education— an idea for education which auggeats 
that people learo best by participating in a variety of experiences in a 
comunity. (CE)^ is an escpeirinient to trit this idea, 

employability— havine skills that can gmt you a job 

employer—one who offers his organisation to help students learn 

Journal—an informal, written record of personal experiences and feelings 
activities and ideas that you wish to. share with your correspondent. * 
Journals are turned in once a i?aek and are confidential* 

Learning Plan--the proposed acti'/itlRs and events which you negotiate with 
the LM. The plan Includes learning in Life Skills, Basic Skills and Career 
Development. 

Life Skills—a curriculum component which includes the following content 
areas: (1) Critical blinking, (2) Functional Glti^enship, (3) Personal-Socia 
Developmen}:, (4) Science, (5) Creative Development Skills and (6) Competencie 
(CE)^ students develop learning programs from these content areas. The plans 
are nearly alvays called Projects and take place on employer sites, 

LL— lounge llEard—students who spend so much time in the lounge that they 
twm green and grow scales 

LRS — ^Learnlng Resource Specialist^ — a staff member who secures learning 
materials 

LSAF — ^Learnlng Site Analysis Form — a form used to find out what an Employer 
InstrLctor does on the job and the Basic Skills the job requires* The 
information is used to develop the Learning Program. 

r 

LTB— lunch time break 

MAL — Media-Assisted Learning—use of instructional programs for learning* 
Examples Include use of the computer terminal at the Learning Center for 
career exploration activity and subject matter instruction, and video and 
audio tape equipment for specialised activities* 

itester Student Record Book — ^where students' records are filed 

^S"Motivation for Career Success—a program using tape cassettes , workbooks 
and group discussion to help you make decisions and choices 

neEotiate"Work out an agreement or bargain with someone by meetings or 
coapromises ^ 

HTOEL— Northwest Regional Educational Laboratory — ^an organization located in 
Portland which doss research and development in the field of education. 
NraiL is responsible for the development and publication of the results of 
what is learned about career education at (CE)^. 
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^—Oregon BoArd of Educatlon--eha State Board responsible for secondary 
education In Oregon which has destgnated (CE). as a pilot and experimental 
program In career education 

0^-- Occupational Exploration Kit— an activity which helps you match 
interesti with career choices s a good thing to uoe when Baking exploration 
site choices 

Pre-Prepared Proi ects-the pre-prepared projects are the first projects you 
will do in each of the Life Skills. They will introduce you to the Life 
Skills while allowing you to select the employer and/or comrunlty . Ites and 
negotiate tng products and criteria. 

product— the materials which result from the Projects 



prosraa year action zone- a specific se^ent of the program year designed as 
an aid to the scheduling and conpletlon of your learning activities. Program 
year action zones also provide a regular checkpoint for evaluating your 



progress in the (CE)^ progrm 



Skill Developnent Sh«et-.-a form which you will fill out with your Employer 
Instructor and ^ployer Relatlono Specialist. It is used to Identify and 
evaluate Job-related skills that you wll3 need to learn. 
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(CE)2 Student Orientation Week 1973-74 



This mppendix dmsaribem (CE) 2 orientMtian week aativitlBB far 
the 1973~74 program yBar, AativitimB far 7974-75 are covered 
in Appendix A more general deBaription of Btud&nt arientatlon 
at (CE) 2 i& Included in "Program Entry/Exit pages 27^34, 
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STUDENT ORIENTATION 1973-74 



Opening Session 
Orientation Workshops 

Employer/Coninunity Sites 

Learning Plan 

Support Systama 

Journals and Budgeting Time 



OPENINS SESSION 



For tile first phase of orientation, all {CE)^ students—new juniors, 
new seniors and returning seniors — ^gathered witii program staff in 
the large open area of the learning center. As they seated 
themselves in chairs arranged in a loose semcircle faaing the 
staff — who were standing or sitting informally — students chatted 
among themaelves and renewed acqoaintances from their former high 
school* To continue ttis interaction into the session and to touch 
on theTOS of careers, thm program administrator es^lained a 
"greeting game" for students and staff i eadi student was to 
circulate among the group and ask questions of others to identify 
the occ^ation depicted in thm picture taped on his or her back. 
By the time students had guessed that they were astronauts or 
construction engineers, they had TOVed about and chatted wi^ 
most of the staff and otJier students. 

After reassentoling the group and welcoming tham to their "new" 
program, the progrMt administrator es^lained simply that their 
roles would unfold as they interacted with other students through 
orientation. The program administrator and mentoers of the rtaff 
then handed out to eadi student^=who stepped forward to meet them 
as his or her name was called— a three-ring binder as the first 
aid in organizing the materials eadi student acquires gradually 
during orientation. The program administrator escplained tiiat as 
students added various pieces to their binders they would be 
collecting tteir own record of orientation that they could use 
to reorient theMelves periodically as toey needed it. Th&xr 
binders would, at the end of orientation, contain a conplete 
description of tiie program, to which they could refer as often 
as they needed t^ereafteri and to which they could add things ttey 
wanted to save. 
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Befora initiating the ant/j^lties that would familiarize students 
with what and how tocr '^'^ai'.S bs learning, the program administrator 
es^lained briefly t^ it i::^) ^ is a . experimental program. It was 
designed to test whether ui^^ kind of an alternative to high school 
is useful^ whether it will ^lo/ide students with an education they 
can use. He pointed out' that as the students learn, they also will 
fc^ helping ttose conducting the e>^eriment learn more ^out how the 
program acLuaily works and how it could be improved. 

There are certain requirements necessary to the integrity of any 
program, especially an experimental program of this kind. One of 
these is the notion of student accountability to themselves and 
to others. (CI) ^ students move back and forth into thm commiinity, 
fmctioning as adults as thoy work alongside adults, and are 
responsible for themselvas , for their behavior &md for their 
learning. Ihe various types of responsibilities-=-soM of whi^ are 
negotiable depending on tJie individual and some of which are 
absolut'sly necessary for everyone — ^are explained in the Student 
Han^ook included in each student binder (see Appendix A) * 

One of the students* first practical responsibilities is to ar^^ange 
for transportation to learning sites. After parents approve tiie 
types of transportation each student may us?, weekly transportation 
needs are s^eduled in writing with the van driver^ 

Ifie program administrator went on to describe how the students 
would progress through orientation activities during the next 
three days. To acquaint them with t^e several "parts" of the 
program^ the students would be divided into four smaller groups , 
each of which wo^d work with staff mentoers in workshops ^ *Ihen 
the groups would rotate so that earfi student would eventually 
attend all four workshops i Learning Plan, Employer/Community 
Sites^ Support Systems^ Joumals Bn6 Budgeting Time. 



ORIENTATION WORKSHOPS 
Employer/Conmuni ty Sites 

One ol the two employer relations specialists conducting the 
workshop began by es^laining that the "employer instructor" is 
the central figure in CCE)2* Employer instructors are arucial 
to the EBCE belief that students can learn things of interest to 
them while "working" with adults doing many different toings in 
thn eonmiwiity. Students are responsible to toe employer instructor 
onsite in the same way they would be responsible if they had a 
paying job at that place of business, Eveiytiiing students do tiiere, 
from the way thmy dress to the way thmy wear their hair, is within 
the employer instructor's realm of jurisdiction. Students are 
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es^ected to ^ide by tte rules sat for enployeee at ttie site* If 1 
a student faels un^le to adapt to rules at one site, he or she \ 
can rfiange sites. , \ 

Students were given a hantout on tiie employer instructor's role I 
in student learning # which outlined the enployer instructor's ' 
responsibilities during student placements at employ er/£]onmiunity 
sites, students were encouraged to becoM fandliar with t±is 

handout so they could critique the enployer .instructor 's perfoMance 
at the appropriate time, 

TtiB ERS ei^lained to the gro^ that tiie ehronolo^ of what they 
would discuss during the workshop matched as closely as possible, 
the sequence of e^orienpes students would haw as they ej^lured 
the career environment, 

I 

/ 

Students fiist looked over the Es^loration Package they would use 
to gather information about the three-- to five-day career 
e^lorations they would make in the first few weeks of the program 
year. Each student visits at least five different e^loyer sites 
on introductory ej^lorations to get a general idea of what those i 
occ^ations are like, ihe Exploration ^ckage helps students 
learn how to investigate the sites and how to conduct interviews, 
take photographs and record inpressions. 

After completing several career explorations^ each student chooses 
one site to visit for a longer learning level. When a learning 
level is requested^ the IRS meets with the appropriate persons at 
the site and aonducts a leaming site anlysis of activities 
perforined there. On the basis of this analysis, the learning 
manager writes learning objectives applics^le to that site and a 
specific project of things to be learned by the student at that 
site, Ihe ERS reminded the group that ttey would find out more 
about projects in toe learning plan workshop they would be 
attending later. 

At the end of a learning level, tiie student evaluates the site and 
employer instructor by completing the Student Evaluation of Learning 
Site form. Completing this form and having a final interview with 
the employer instructor to aiscuss his or her evaluation of-the 
student's performance— entered on the Student Performance Review 
form^ — helps the student critique site es^eriences and learn by 
evaluating them. It also helps toe ERS identify possible ways the 
site could be improved before toe next student visits it. 

Hie EBB passed around a list of amployers participating in the 
prggram to give students some ideas of businesses they might -like 
to 'visit for their ^rst few career es^lorations , 'Kiose employers 
were already prepar/d to receive students. Some had students at 
their sites toe previous year, but for some this group of students 
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wouldi^be t^a first. Students were encouraged to let the EBB know 
if they were interested in a type of business not on thii list so 
that an appropriate new site could be recruited* 

' As the program admnistrator mentioned in tOia discussion regarding 
student accountability^ students are responsible. for certain things 
as they visit enployer sites* The Student Handbook lists those 
responatbilities, including keeping appointments with employer 
instructors. The EBS read tiirough t^ose responsiblities with the 
students to illustrate how tiiey all fit together* Th^ Weekly Time 
Report^ which students conplete each week and employer instructors 
sign, is similar to ttie time card students might have to puhdi or 
turn in if they were employees* Timi spent on enployer sites is 
recorded as if students were^ working and getting paid, only in 
this case they ''work" for (CT)^ and receive program credit, ^e 
time report is a way of making students account^le to the program; 
it is similar to the ways adults/employees are held account^le on 
tiieir jobs- * 

\ - • 

Before the seminar adjourned, tiie ERE described tiie procedure for 
the visits to employer sites all students would make during thm 
latter patt of orientation. 



Learning Plan 




Two learning managers leading the workshop began by askihg students, 
"What is cooperation?" After a few minutes of discussion and 
several suggestions from students, the consensus seemed^ to be 
"working together to get things done." To illustrate liow 
individuals can work together to get things done, the /lms and 
students played a gaM requiring nonverbal trading of pieces of 
a puzzle imtil each player had a complete set that h4 or she could 
assemble. Wien eadi student had completed th^ puzzle, the Lite drew 
a parallel between what tiiey had just done and a bakic principle 
of the (CE)2 programi eveiyone's cooperation is necessary in 
getting "the job"--learning~done , Unlike this little game, 
however, in (CE) 2 students can and should talk to /other people/ 
ask questions and request help at any time* "We want you to let 
us know what you need so we can work together to get things done," 

To show students how they can learn about ^ings that interest 
them while doing work for program credit, one of tiie LMs tadced up 
a sheet of butcher paper on which to make a list of topics students 
would like to investigate* He asked tte group, "If you aould study 
anything—any occupation, any interest or hobby^ — what would you 
choose?" As students made suggestions, the learning manager wrote 
them on the list, occasionally adding suggestionr. of his own. 
Thmn he put up anotiier sheet with "Life Skills" written at the 
top and illuatrated how each suggestion could become thm 
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topic for a project written in a Life Skills area. He as^lained 
t^at Life Skills are one of the three major co^nents of 
Gurrinulum and that students would be required to do two 
projects in each of the Life Skills areas. 

^e other learning manager then took over to introdutje the second 
curriculmn component^ Basic Skills. She es^lained tiiat these 
skills are mathematics^ reading and commmication* Ihe concepts 
are much broader than the textbook mattematics and ttie kinds of 
reading students might think of. Mathematics includes any type of 
mathematics at all, from learning to put decimals in tte right 
place CO doing algebra, (CT)2's intei^retation of reading as a 
skill is also mu^ broader. It includes any type of reading used 
to learn to do a or pursue a personal interest, Conmiuni cation 
i^s any way ideas are transferred to otter people. Students were 
told they would all have Basic Skills prograne geared to what they 
alrea^ knew and what ttey wanted to learn. "You might not be 
studying the same things as your friend, but you will both be 
studying things you're interested in and want to know. So again, 
we depend on you to let us knw what you need and what you feel you 
jtfould like to learn." 

StudentB discovered that tiiey would learn the basic components 
of the GurricultBn--Basic Skills, Life Skills and Career Development 
(to be ^scussed in anotoer workshop) --by doing projects. Students 
foimd that, because EBOEI is individualized, they would" not all be 
t^ld as a groi^ to start something and do it a certain way. Much 
of the responsibility for getting tilings going rests with the 
individual. 

In answer to a question, the LMs reassured the group that tiiey 
cannot "flunk" a projfect. If the project is not co^lete enough 
to satisfy the student's learning manager, tiie student can work on 
it further to make it accept^le to botii the student and the LM, 
Some aspects of the project can be renegotiated if they prove too 
time consuming or if the student's interests change. Each student 
works on more than one project at a time, so tiiere is never time 
to get bored. 

To let the students get soto ideas of topics for ^their first 
project, ttie LMs took some time to let each student complete a 
project scoping sheet. Both LMs circulated among the students, 
helping ttem get tiieir ideas ctown on paper. Before lea^ng tois 
workshop, each student was asked to si^ up for a conference the 
following week with one of the LMs to begin work on a firat project. 

Support Systems 

Ihis workshop was conducted by the learning resource specialist 
and the student coprdinator. Rather than working in one large 
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groups pairs of students visited "stations" dealing with specific 
topics. At each station, activities were designed to present # 
material staff considered important to start students efficiently 
on their learning programs / 

1* Competencias t At this ^^rfation, students viewed an/ 
amusing videotape in which most staff men^jers had 
bit parts, ihe tape illustrated that the 
competencies inco^orated a volume of material 
and mght seem confusing at first , but that they 
were actually just survival skills ttat students 
would need to get along in the world as adults 
and citizens , 

2. Resource Materials i Three stations instructed 
students on using mterials available to them 
at the learning center. Students physically 

"walked tiirough" check-out requirements and propei^_^^-=^^ ^ 
use of cameras, tape recorders and written^^-^^ ""'"^ - 
materials, doing for this trial run exactly what 
they would do "for real" later, 

3. Guid^ce : An overhead projector presentation was 
designed so that students could view it without 
assistance J in private. Using a fable ^out a 
physical educatiOT program in which several 
animals excelled, failed or were frustrated 
according to toeir ability to achieve the 
standardized goals of tiie program^ the point was 
made that (01)2 i^ individualized to Imt. individual 
paafticipants excel and still be tjiemselves* 
Students indicated ways in whidi they kne^ 
themselves and left toose indications for the 
student coordinator to bring to their first 
intervi^. 

4. Evaluation 1 At tiiia station, students met with 
the student coordinator and read through several 
handouts regarding communication, facing the future 
and learning to learn, ftese materials helped the 
SC show students ttat eadi individual could grow 

in the program, could influence what happened to 
him or her now and in tiie future, and could learn 
how to keep progressing long after leaving (CE)2* 

Journals and Budgeting Time 

To begin the discussion on journals, a staff mentoer es^lained that 
schedule sheets in the students' binders wo^d be kept for each 
day of the achool year, five days a week. Ea^ student lists 
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where he or she is at all tintes during the day, both in the 
commimity and at tiie learning dtnter* Biis information is used 
hot only to "keep track" of student aotivities so students can 
write ^out tham later ^ but also to provide program staff with 
data regM'ding time spent on employer sites as opposed to the 
learning center. . \ 

On the rewrse side of tiie daily schedule pages is space for tiie 
student to write a^out escperiences . ffliAs is to be done three 
days each week and is not intended to be a repeat of what was 
written on the daily schedule sheets, simply put into sentence 
form. Rather, as per the instructions in toe journal handout, 
students should write ^out their reactions to what is happening 
to them: "Write how you feel about your es^eriences and employer 
sites ^ your relationships with staff mentoeri, people in the 
community and other st^ents, This is a coitnntmi cation between 
you and the learning manager. It is not intended to be a 
confessional, but is intended to let you talk frankly with the 
LM about anything you Aoose." 

The LM is not interested in correcting spelling or diecking 
pianctuation, but rather in helping students observe and think 
about what is going on around themi so they can learn from their 
es^eriences* The LM writes comnents on toe journal pages handed 
in each week and then puts them in thm student's mailbox within 
two or three days . - 

In answer to a student question regarding what types of things they 
might talk about in the joujmal, a staff meii^er ^read tiirough with 
them the releh^t pages of the journal guide, ej^laining that 
these were ideas and suggestions only, but ttat they illustrated 
ways to get students to think about themselves and what they 
are doing. 

The program administrator then introduGed the important topic of 
budgeting time. At (CI) 3 students f miction more like mentoers of 
toe business world than like students in a high sdiool* '^ey are 
expected to be. respons^le for their own time, to make good use 
of it and to account to others for it* 

To make good use of toeir time, ^^ey may need to learn to "budget" 
it* The first step in budgeting/appropriating time is learning 
to set priorities. Distributing a handout on an imagina^ 
worker^ the program administrator asked students to decide what 
the worker should do to solve conflicting demnds on his time. 
Student suggestims were written on a large noteboard, Thmn each 
student was agked what he or she was really doing by taking tiiat 
course of action. Was tile student not indicating what was most 
inportant to him or her (work, n»ney, seourity and so forth) 7 ^at 
type of decision must be made to deteEmne the most efficient and 
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satisfactory way to handle a crisis situation like the worker's i 
"You have to decida what thijigs are importwt to you and then 
set priorities in terms of timSp" ^ase decisions should not be 
made in terros o£ what can be put off as long as possible ^ hoping 
to get out of it altogether^ but ratoer in tems of what can be 
done just as effectively tomorrow as today* 

Students need to realize that they have more flexibility in 
renegotiating time mnd coimiitinents with staff members than tiiey 
do with people outside the prograins Coiranitments and -;ppointriients 
made with employer instructors and others should be honored if at 
all possible « 

Students are responsible to en^loyer instructors and staff members 
and should be considerate of their time* If mi appointment oan't 
be met, let the" person taiow as far in advance as possible. If 
there are conflicting defends on the student's time, obligations 
to the enployer instructor should be met firsts otter outside 
agencies second and staff member^ last* 

The program admnistrator then outlined requirements for program 
coD^letibn and posed several questions to students i Which of the 
requirements are ohrono logical tasks Miong which an order of 
priority is either necessary or implied? Wiich are aoncurrent 
tasks? After determining which tasks depend on others, iiiereby 
necessitating that s^e be done before others, and whiGh could be \ 
going on at the same time, students ymrm instructed to try to 
decide how long it might take to do each* 

Students were encouraged to set up a time schedule—for example , 
a timeline calendar^^to show how they would schedule all tte 
requirements to finish on time, ^e program acininistrator added^ 
"You can't start them all at the same time and finish th^i all 
at the same time, so arrange your tiMline calendar accordingly, 
mid allow yourself sc«ne 'buffer' time, prefer^ly at the end^ to 
accommodate une^ected delays or problem that may throw you 
slightly off schedule. Use the monthly calendar pages to plan your 
time and schedule projects, conpetencies and so forth on a weekly 
basis and on a long--term basis*" 

I ^ 

1 

I 
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(CE)2 Student Orientation Week 1974-75 



This kppeifid^x dBBaribeB (CE) 2 Btudmnt orientation aativitlmB for 
program ym^r 1974-75, hativitimm dvMng mm 197 3-74 orlBntatlon 
week axe Jtmtmlled in AppenMx B, "Program Entry /Exit," pages 
27^34, pfferB a more general dBsarlptlon of mtudent orlBntatlon 
at.(CE/2' 
/ 
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Appendix C (Orimntmtion 1974'-7S) 
STUDENT ORIENTATION 1974-75 



New Program Faaturas 

student Accountability System 
Critical blinking Project 
E^lorations at imployaf/toimunlty Sitae 
Summary 

General Sasslons 

Overview of EBCE 
Groins Cooperation Game 
Student Han^ook 
Budgeting Tiwm 

Student Aecountitoility System 

Orientation Workshops 

learning Plan 
Student Journals 
Competencies and ^sources 
Es^lorations and Site Utilization 



Employer/Community Site Visits 



NEW PROGRAM FEATURES 



A nuntoer of program ciian^us had been made by tiie time planning was 
begun for 1974-75 orientation activitiea. Staff had learned 
through ^exp.^rienae whidi parts of the progran would be most 
confusing to entering students* \ In ad^tion^ materials had been 
developed^'(most notably -Uie Student Handbook) tiiat could be used 
to si^port orientation infomaticMi and to give student's an 
organized overview of toe program. 





4 



One outstanding problem pointed up the previous progrMi year was 
students' inability to schedule time ef Actively to complete 
program requirements before deadlines. To maet ttils problemr 



STUDENT SERVICES 



Staff had refined a student accountability syptem designed to help 
students plan their s^edules, keep track of assignments and 
appointanents and meet deadlines. However, the aystem of zones 
and the large quantity of assignments and requirements were not 
easy for students to assimlate. Consequently, one seaaion was 
earmarked for an escplanation of the student accountability system. 

Critical Thinking PrQimt 

To back the program's emphasis on building students' critical 
blinking skills, staff planners decided to introduce students to 
their first project as soon as possible. Biis project^ the 
predesigned project on critical thinking* was designed to mesh 
with the new things students would be learning a^out the program 
during orientation. In fact, thm learning manager's rationale for 
Uie project was to enable students '*to understand the process of 
critical analysis by becoming familiar wito the content of the 
program," Activities asked students to 

1. tJioroughly faniliariM themselves with the internal 
workings of the program, including its staff, its 
reso^ces and its relationship to the community 
and to other institutions _ 

2. .understand more about tte research process by 
becoming familiar with existing research on the 
program 

3, do S'^itie researdi by surveyin*.j selected conmunity 
contacts to measure their familiarity with the 
program 

4, write their own learning project considering 
information about program content and project 
structure gained dvuring orientation 

Thm first critical blinking pro ject toen , gave students an 
Qpportmity to use immediately the information ttey were gleaning 
from workshops and other activities during orientation week, 

f Explorations at EmplDyer/Gommuni ty Sites 

Another addition to the orientation program was a decision to 
schedule all students for their first visits to employer/ comnmiity 
sites. This required a great deal of planning. During the 
summer, students were asked to indicate tiiree choices aiiwng 
sites available for an early visitation, TOe employer relations 
specialist then scheduled e^lorations toward t^e end of 
orientation week* 
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As a result, orientatiai week planners decided to divide the 
styidents into four gafoups ( fifteen studenta each) and part-way 
through orientation start some of those groups through an early 
workshop about the career es^loration es^arience. In this way^ 
studentii would finish that workshop before beginning their 
explorations of indimdual employer/ Gonmmiity sites. 

Summary 

^e 1974-75 orien^^ation week program attempted to reflect 
developmental planning aGcomplished the previoi^ year, to 
organize tiie program better and to capitalize on the eKperiences 
of the staff in anticipating student concerns and information 
needs, • 

Orientation activities were planned toi 

1. give students an overview of tte program^ its 
rewards and requirements 

2, provide a critical thinking/learning-how-to-learn 
project that all students wouid begin innnediately 

3* allow students to find out what coinmimity^based 
learning means by sending them out immediately to 
their first employer/ conmunity sites 

The ^splay on the following, page shows the schedule esta blished 
for the 1974-75 orientation week* 
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ORIENTATION SCHEDULE 1974-75 



Day BiOO - fill itudent/staff photof raphe 

One 9 ill ^ lOiOO Greatings/introduetionai Occupation activity 

Frogram overview i Staff role play 
Gro^ ^cooperation activity . 
Lunch 

Dlitrlbution and a^lanatian of Student Han^ooKf binders 
■Transportation: Introduction of van driverj diitribution 
of tf ansportation forms 

Form feitivali Enplanation of forms and proctidures 
Cos^uter questionnairai Some itudenti use coafsuter 
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Day 8 30 - 9^00 Distribution of Student ID Cardsi DiscL^iion of alecting a 
Two student repreBentativb the following weak i Distribution of 

BQhm^i^m for the waeki Explanation of rotatinf groupi 
9 1 10 Questions/answari • 
9 1 30 Time budget activity 
10 ill ^al setting activities and practice 
11:30 Zones/accoimti^ility syetem 
li30 Group A 1 e^loration workshop 

Group Si learning plan workshop 
Gro^ Ci conpetency workihop 
Group Di journal workshop 
ls30 ^ 2 1 30 Group Ai competency workshop 
Group B I journal workshop 
Group C: es^loratlon workshop 
Group Di learning plan workshop -.^^ 



9i00 » 
9il0 - 
9i30 - 
10:30 - 
12 I 30 - 



Day Groups a and C explore ei^loyer/coiranunity sites from 8s;30 ^ lli3p. 
Three Groups B and D explore enployer/eownunity sites from 12i30 Itilu 



8 


30 - 


9 


30 


Group 


B: 


es^loration workshop 










Group 


Di 


eompe'tency workshop 


9 


30 = 


10 


30 


Group 


Bi 


competency workshop 










Group 


Dt 


exploration workshop 


10 


30 ' 


11 


30 


Group 


Bt 


computer terminal 










Group 


D: 


^mputer terminal 


11 


30 - 


12 


30 








12 


30 - 


1 


30 


Group 


a^ 


learning plan workshop 










Group 


C: 


journal workshop 


I: 


30 


2 


30 


Group 


A: 


journal workshop 










Groi^ 


Cf 


learning plan workshop 



Day Groups A anrt C explore employer/community site' fr- . 8t30 * lli30. 
Four Groups B and D explore employer/conanunity sites from 12i30 ^ 2i3Q. 
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Ganeral Sessions 

Orientation planners set aside the first day-and-a-half to present 
studants witii an overview of toe EBCT progran. Staff and students 
arrivad at toe learning center early the first day of orientation 
week for a picture taking session. Photographs are iised oh Student 
IP Cards ^ and group pictures are used in program publications ajid 
for ^splays in toe center. 

Overview of EBCE 

Itie group aaseirbled for greetings and introductions. Thm program 
aininistrator first introduced toe staff, ttien, to give staff and 
students toe chance to get to know each otoer better, toe fntire 
group played an "occupation game-" Pict\tfes depicting people at 
work were pinned to students' backs, and students tried to guess 
toeir own occupations torou^ questioning otoers, A lively extoange 
resulted among participants until most of toe occupations were 
guessed. 

Students then watched a role^playing activity presented by the 
staff to give an overvievi of toe progrMi. Tflie p:tesentatlon had 
been rehearsed to yhow haw a student gets help Crom all staff 
mentoers while moving torough toe activities required in an 
individual learning plan* Staff menflbers and a student sat in a 
semicirGle in toe front of toe room. As toe student asked 
questions of a particular staff mentoer, toe person addressed 
e^plaihed his or ha£ role in toe program and how he or aha helps 
students operate more effectively* 

Group Coopiratlon Game 

One of toe most popular orientation activities was "Solve toe 
Murder. ' Students were dimded into two groups ^d moved to 
separate areas in toe learjulng center/ lach group was asked to 
solve a Murdar* Individual clues were distributed to each student 
in the g"o^. A time limit was given, Birough group interaction^ 
toe stiLTduats were to figure out toe murder weapon ^ time, place, 
motive and suspect. Staff mentoers gave no furtoer halp, but watched 
toe process. 

At toe end of toe allotted time period, toe student coordinator 
smraned up what had happened* She pointed out toat boto groups 
needed to get organized early in toe activity^-possibly by 
ap^inting a spokesperson to organise toe clues • Most important, 
every person in aadi groi^ had to contribute to toe disGussion by 
at least reading his or her clue. Otherwise it was inpossible to 
discOTOr all the elements of toe murder ntystery. Ihe many ways 
toat people can interact in groins (leading, asking questions or 
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regaining silent) were also discussed* group concluded that, 

everyone has a contribution to m^e in a group, and ways should 
be found to make group discussion as proflt^le as possible. 

Student Handbook 

After lundi students recaived their copies of tiie Student Handbook, 
Student Guide to Journals and Competencies WorJdbook (see Appendix A 
for the Student Hanfflsook, and Currlculmn & Instruction , pages 435- 
452 and 359-407 respeotively , for the Student Guide to Journals 
and tile Competencies Workbook) * ^e students then divided into 
four small grot^s, eadi headed by a staff mentoer, to discuss thm 
information contained in the Student Han^opk, Ihe gMup leader 
took time to answer student questions and to ampli:^ ypoints in tiie 
handbook that seemed to need further es^lanation* / 

Ttim next session featured an explanation of the program's 
transportation system, Thm Tigard program provid<is a van to 
transport students from the learning center to en^loyer/coirahunity 
sites and otiier appointments, raansportation peraission forms 
were distributed, the van driwr was introduced ^d other forms 
related to the transportation system were e^3/ained# Students 
were told that althou#i the van w^s available, use of p^lic 
transit was also encouraged* 

Again students divided into four small groups to be introduced 
to a "Form Festival." Four stations were set up aromid the 
learning center, with staff present to es^lain to students the 
forms used in the program* Since students am away from the 
learning center mu^ of the time, forms such as a Sign In/Out 
Sheet, Weekly Time Repurt and gas reintoursement slips are 
necessary. If they wished, students were able to fill put 
practiGe forms at -ft e stations. At one station, students filled 
out the Career Information System questionnaire, ttiey were told 
til at they could begin to use thm COTiputer to find out more ^out 
occupations that interested them later in orientation week* 

Budgeting Time 

^he first session the following morning included distribution of 
Student ID Cards and bus passes , a discussion about electing a 
student representative to the program's governing body and 
distribution and explanation of the week's schedule* 

A time budget activity illustrated the inportance of planning time 
effic'iently in tile IBCT program, Bie program atoinistrator pointed 
out how the many activities and requirements of the program have 
to be organized by individual students. In considering the 

/ 
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many resources available to the student—such as the staff, 
equipment and information at the learning center and in toe 
conraunity-^-^tte only resource that is irreplaceable is tinte . 3he 
program administrator suggested toat students get a small no t^ook 
to keep^rack of their schedules and deadlines. 

Student Accountability System 

Building on infonnation presented in the time budget activity, the 
following session concentrated on the student aceount^illty 
system. First students were given a p^ile to put togetiier. It 
became apparent toat no matter how the puzzle was aaseirbled, the 
result was the same because all pieces were similar, ^e groi^ 
leader pointed out that alttioi^h all students have individualized 
learning plans ^ all the pieces fit together in tiie same wayi t^af 
is^ all students must meet program requirements, such as completing 
a certain nuatoer of projects and conpetencies. Students then 
studied the section in the Student Handbook describing the studefit 
accountability system. Some student questions during this^ session 
included I ^^^^ ^ 

!• How^do you set appointments to talk- to staff ' 
members? - 

2, What type of activities will we do at employer 
sites? 

3, Wien do we start first project? 

Team leaders asked students to fill out a schedule for practice. 
Students wrote down target dates for activities outlined in their 
first project (the critical thinking project) and for meetings 
and other appointments tiiat they would know about in advance. 
Students then figured out a timeline to illustrate how tiiey* would 
work on program activities to meet upcoming deadlines • JRaturning 
students were encouraged ^to help new students witii this activity. 

After a breaks tJie rest of toe TOrning was dewted to another 
aspect of accoi.mtabillty"practice at setting goals. Students 
were introduced to the concept of a force-field analysis, which 
asks the indivldijal to list forces that could be for and against 
acconplishing a specific task, then to assign a level of importance 
to ea^ item. Students were encouraged to use tiiis techniqi» to 
study the forces, pro and con, for tile situations and problems tJiiy 
would face in meeting program requirements. 



STUDBNT SERVICES 



ORIENTATION WORKSHOPS 

Learning Plan 

Learning managers organized this workshop to ej^lain learning 
plans ^ especially projects^ to the students. Since most learning 
activities in the prograin are accomplished throu^ projects, 
th'a requiramants for projects (tan per year; two in each of the 
Life Skillii areas) were es^lained, as well as the differences 
between pi'^.designed and individualiEad projects. 

l!ie predesigned project in the critical thinking Life Skills area 
was used to walk students tii rough a project step^by^step* Each 
of the activities (most of which were related to the orientat"»on 
information students were collecting) was discussed. After an 
activity was diseussedr students were asked to write down tiieir 
estimate of how long each thought the activity would take to 
accomplish. At toe end of toe wotkshop^ toese time estimates 
were a^ded up as an indication of how long students thought it 
would take toem to finish their first project. Students were 
encouraged to make an appointoent wito their LM as soon as 
possible to ^.sr'iss individually their plans for critical thinking 
activities and for liiiisequent projects. 

Student Journals 

All students are required to write in their journals on a weakly 
basis to record toeir feelings atoout toe program and about toair 
learning experienGas and growto, Thm staff member leading this 
workshop as^lained that many people do not like to write and 
often find it hard to get startad. She led several exercises t 
help students get started writing about what toey feel and ^hink. 
Firsts she asked students to write down a word or phrase they 
liked* ihen toey were asked to write down a sentence or two about 
their reasons for choosing that word or phrase—what it meant to 
tham* After toat^ averyone in toe group was asked to begin 
writing steadily-'^witoout stopping^-for ten minutes ^out anything ^ 
although "feelings about the program" was suggested as a topic, 
Thm leader mentioned toat this exercise could be used as students' 
first journal entry ^ if toey wished, tte ^inal exercise involv^d^^ 
writing a list of diaractoristics (as many as 100) the student 
would like to see in his or her journal correspondent. Again, 
this was yuggested as an additiaial Dontribution, to toe journal 
to^^va the learning manager who read it an idea of what toat 
student' would like to see in toe way of interaction. 
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Competencies and Resources 

The learning resource specialist began the session by e^laining 
the organization of the resource area of the learning center, 
including the location and use of equipment ^ such as tape recorders 
and the compiiter. Only selected resources are located at the 
center, he said; most resources students will find in the coitmunity 
(for example, in libraries or government offices). 

The learning resource specialist then tm*^'^d to the Competencies 
Workbook and asked students to do the saffie. es^lained the 

conmunity emphasis of the competencies , displayed ^le file of 
competency certifiers and es^lained his own role in toe conpetency 
process. The LBS and st\idents then discuBsed each coi^etency. 
Students ware enQOuraged to choose their first con^etancy and 
begin work on it as soon as possible* 

Exploration and Site Utilization 

This' workshop was headed by the employer relations specialist* 
The major goal of the workshop was to introduce students to 
activities they would be eKpected to perform at en^loyer/commmity 
sites—mainly those activities in ttie Exploration Package. The 
materials in the* ExplorationN Package were studied carefully. As 
the EHS es^lained the process, students asked questions about 
points tiiey did not understand. The picture taking requiremeut 
and t^e interview process beto^een the tudent and employ^i ihstructor 
at the learning site were es^lained. '^y of time was allowed 

for studeats to ask questions ^out thifii aspect of the program, 

T^ie orientation schedule was designed to assure that students 
attended tiiis workshop before they went to their first amployer/ 
community sites* 



EMPLOYER/ COMMUNITY SITE VISITS 

By the last day of orientation^ each student in the program was 
visiting an employer/ coiranuni ty , site , Soto students spent as 
much as one^^d-a-half days at th^ir en^loyer site that first 
week. Early tiie following week , most students were back at their 
sites finishing work required in their first Escploration 
Packages, ^e schedule, although complicated, enabled students 
to experience tteir first employer/ conmunity sites much earlier 
in tile program year than had been possible the previous year. 
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(CE)2 Ricord of Student Performance: 
A Credentlallng Portfolio 



^fhe (CE) 2 fortmt for tranBmitting studmnt performanae ^information 
to various audiencmB''^coll&ges and mlverBltles ^ sahoal districts^ 
prospeativB mmployer b offered as a model for athmr\ EBCE progranm ^ 
It has been revlewmd d approved by both educational institutions 
and employers.^ (See Student Records pages 65-^66 , and the 
following Appendix E for information on the review process to which 
(CE)2 sij^jeated its credential .) 

The following pages contain detc^ Is on the Individual forms of the 
portfglip-'-and procedures for filling them out from the specific 
fori^ described in "Student Records" (pages 69^131) . 

SR£,E^e NOTEr A^optlm of ttasa forms could impaat the design of 
yhur ^otal records system. The credential fortm themselvas could 
be^xhe corm of each Individual Student Book and become the 
cumulative forms maintained for students throughout each program 
year. 
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(CE)2 RECORD OF STUuJIT PERFORMANCE 



Appearance of the Portfolio 

The outside front cover of the portfolio includes program logo , 
name and address; title of the dociffliant and space for student 
name. It concludes with the following statement i 

ThiB portfolio contains the student performance 
records of a graduate from a nongraded alternativm 
high sa^ol program. Beaause of (CE)2's 
non traditional aharaateristias , these records are 
neaessmrily different in appearanae and contmnt 
from those of most high schools. Efforts have 
been madBf within this portfolio ^ to translatm 
(CE) 2 student perfornmnce into more conventional 
evaluation ternm wherever possible and to 
present msaningful career information to 
prospective employerB. If you have further 
q' ^stions, pleasm do not hesitate to contact (CE)2* 
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fte inside front cover contains the program identification and a 
student identification sticker. 



PORTFOLIO; INSIDE FRONT COVER 



PROGRAM DBSCfllPTiON 

Commyf iiy f ip^frtenetj for C^feef Eduedhon (CE)j. li i f#d#fiillv funded 
all*rnifiv# high school pm§fam whjch offtrs studtnis 16 ihroush 18 yeifs of 
dir d u rnpft>h*r\i\^ft »CQnd^rv school espef rente ihrouih involvemeni on 
commurtify dnd C^mmwn\4\ iile* SiudpnU pursut d full'day Itafnihi pro^rim 
tf^*iRn#d to mrei f^#!f individual academic ind career developingnf needs 

Th»> in%fr:ctmn-^l pro^r^m indivjduilifcd, ihus there ii the flesihiljiv 
nwpsMry ?s inferesi/and challenge ftudenis ri-fardles4 of Jheif abiliiiei, 
I^affimg sty'f ^ and goals Sludtnti do net aMend ^iindirdized courses, nor do 
they fetrive grad<fs or inne^hQund crediis Their learning programs are guided 
by a ctmprehen'ive curnculum model which infegfaies reading, malhematics 
andcrjmrnynicaijon skills with the life and care^fr skith nHf ssafy for adulihwd 
in !i>day s ^;ety Siuderit programs are nego<raied wijK and ceordinated by 
the |C Fij <faff 'dylis m the communilv provi^ learrung experiences for 
stiii^FiU and 'if»' rentral In the evaluation prnceis 

Sutce^sful romDlefion of the program qualififs the ttudent for a standard hi^h 
sthoni cjipjoma The Oregon State Department of Education has appfoven ^he 
prri|t*ir as an experimental and pilot program 



CURRICULUM COM^NENTS 

Leneral curficuium requirements 
are arring^ m ih'-se components 
Baiic Skills. Life SkiMs ^nd Career 
Development 

iasic SJiltii 
Reading 
Maibemaifcs 
Communicaiions 

LHe skills 

Cnticdl Thinking 
Persondl/Social Development 
Science 

Creative Developrneni 
Funct-unal Cifi/enship 
Cnmf^ffnties 

Career Deve togmeni 

Infiirmation about Self and the 

World of work ^"--.^ 
General and Specif e tareer Skills 
Lifeiinie Career Orvelgpment 



Jhv BASiC> SlClt IS are re jdmg, mafhefnatit^ and 
ciHTimunKafNin skills needed by each student to enter the 
career or preparation program for the career of his or htr 
chriife The basic skilk are div»ded^nto f undamenlaljkfilj^ 
and applied skills taiks Fuiidamenlal skills^ are those 
reading mathematics and communication skiffs needeil 
betijfe tonrepi^ can be learned and ta^ks perfsrmed 
Applied skills ta%k% include selut»pfi nf problems, learning 
of new foocep's and performance of job tasks Ali (CEjj 
students are requirei to incor^raie th?ie skilU into their 
learnifig plan^ Thrr^jgh a repealing process of individyal 
a^sessrneni, pr^scriyed activities, and rvaluaiion, a basic 
ikilU program appropriate for each siudeni is 
sv^ft^^aticatly implempnied within the student's overall 
jfrngfam 

The LIFE SKILLS 'delude the attitudes, information and 
trt hnique't needed tfi bring together, the roles of citiien, 
himily member and worker into a life style that is 
itiiMfiintifiit^ effective and satisfying for each student aM 
siiidenis must complete ten eitenslve learning projects 
|H-r proKram year, two in each of the foilowing areas 

Critkal Thinking: Siydenis increase their ability to 
gaiher, analyse and interpret information and to seek 
solyt.nfis to problems 

pynctioful CifU^niiilpi Students increase their ability 
Ui undtTSt^hd the demKratic prKesses ,n the private 
Set tor and 1"^ Itjcal, state and federal lovernmenr by 
^Pplyin^ those prncesses in their personal actions as well 
■is in jheir k^elation^hips to prtvafe and public institutions 

Scieme; jhicMnts increase their abthiy to recog>ii^e and 
.ipij^v Sfient fic procedures and mefhods and to analyze 
fhi' impart of fechnilogy on natural environments and 
t ultural valpie^ 

Per»fiai-SoeUI Deyelspmenii Students increase their 
ability ■{} determine who ihey are, vthat they ary. and 
whf'rH they are going, and accept the res^nsibility for the 
fffect their behayiofs fnd atiiti'des hav? on themselves 
.ind nlbpr fmiplr 

CreatKe PeveldpmenI: Students increase their ability to 
iileiitii'y the effects nf, and pari ici,i<ate ih, the creative 
fir,-Kes=j of hlrnffing hew and/or esisfi'ig materjals, ideas 
itf innrepfH into yiiique forms of ^iperitnce'^ 

in ,'rit:|,fii»n, e,iih student must ff?mplefe all thirteen 
f Mm{N»f#nf leii 



Csmpeitnc^ef ^ Students demonstrate survival skills 
iHat Cover the economic, plannmgi legaNpoIiiical, 
health-iafeiy, pro^rty maintenance, recreational and 
occupaiioftaj a^cts of hymg^ThesecompetefKieffeffeff- 
the Community's ^rceptions of behaytors that are 
considered some of the minimal functional renuirtments 
fi/r hving in tray's society. 

The CARggR DEVELQPMiNT component giv^> 
students the opportunity to eiplore sp^ific careers en 
actual employer and community gitf s white learnlnS atout 
problems and issues of the v^orking world Career 
flevelopmeni incorporates three main content ar^ias: 
Information about Self and the World of Work, Genersl 
^inri Specific Career Skills, and Lifetime Career ^velop- ' 
ment To complete this com^nent students explore at 
lea^i five employer Sites per program year and. 
demonstrate adequate employer site utHjzaiion ihrough 
extensive, in-depth participation on employfr sites, in 
addition, student participation in monthly semnirs 
conducted by local tmployers is requir^ 

Ariosi of the learning in the curriculum occurs through 
ai tualeitperiences at employer andcommunitv siles. E^ch,^ 
student's activities at these le&f^UE^sjleSjri--pjaTfo^ tg 
meet the individuars needs At.d to blend att three 
curriculum areas ---- Basic Skills, Life Skills, and Career 
Uevelnprnent to Assure that learning takes place, student 
eiperiences in the community are well planned. Student 
learning is organ i/ed pfimarily around ^dividual projects 
the students have negotiated ^wjth (CE)j Staff These 
prniecfs are coordinated into the total individualized 
lejirmng ptan of the student, the learning plan emanates 
from the student's assessments, is consistent with 
pn}^r4^Tfi requirements, and aims toward 4ehievement of 
the student 's life goals 



SlVmHT IDENTIFICATION INPHilMATlON 



NAMF Ribbins , KelJ y Lg^ 



MjiJrn Njme if Appiliwbir Nhtsnamf ' "^^^ 

Aririr^^i 22622 S.W. Oak - Ti.|ard. O^^ -?n 



Appendix D (San^lm Portfolio) 



Tt forms are t^bed to help readers find /ipecifics quickly; a 
taiale of contents is not included, so forms can be rearranged 
by toe r tudsnt C^ea student guideline's, pages 298"299) , All 
forms are to/o^sidad, pundiedr fastened to the folder at the top 
and flipped to be read, 

Arrang1r.3 the Portfollu 

Reviewars of the ^) 2 Record of Student Ferformance recomirended 
different arrangements of the forms in thci portfolio/ depaiiding 
on whether the portfolio is used for je*^ application or educational 
placement. (See toe guidelinfs for portfolio uf« on page 299.) 

Ihe Certification of Student Performance (toe ofiigial statenent 
of student accomplishmsnt in toe program^ seeipage 273) always 
appears as toe first page of toe portfolio, followed by toe pocket 
for copies of student transcripts from otoer institutions (see 
page r:7). Bia Sdiool Placement Inforination form (page 293) is 
not included in toe portfolio for job applications and is included 
for educational institutions only if requested by toe student or 
receiving institution. 

Providing Copies of the Portfolio 

One master portfolio^ includ ng forM and cover ^ is prepared for 
each student exiting toe program and is kept on file at the learning 
canter, Photocopi'^s of the foms are submtted to toe cooperating 
high sdiool* &e stutoi hs' awn copies of the portfolios consist 
of original covers an^i phwt^s copied forn^ as do portfolios prepared 
for receiving instttutic^^ EBOT prograjftis may, tlierefore, require 
toree or four portfoJ^u^ tiovers for ^av*h student* 

In order to put Index tdbs on toe photocopied forM# (CE)2 has 
Guan titles of tab stickers printed in advance with toe various 
names of toe portfolio forms* These stickers are toen attatoed 
by hand to photocopied foms so all assembled portfolios have toe 
tabbed fomat foi easy access m information* 

Staff Reiponsiblll ties f Preparing Portfolio 

(01)2 has allocated responsibilities for th^ ,>/ v^a ration of 
portfolio forma as follows (to« fcrii:^ toene ^ . described 
on ai^sequeni. pages) i 

If Ihe leamlng aide enters d^tB from studtnt rc chords 
(^Ulster Secord Book and Individual Btudsnt Books) on 
toe Certification of Student Parformance, Liia Skills 
Sunflna:^ and Conpetcgncies formu 
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2, Thm clerical assigtant com^.letes the Career Development 
Sunmary from data in the employer relations specialist 
notebook and t^e Skill DevelopTOnt Reaord from 
information in the Individual Studanc Books. 

3. The student coordinator and learnin g ganager conypleLe 
the Basic Skills S^i^a^* 

4* "nie student coordinator completes the School Placement 
Information forni in consultation witii the student's 
learning manager and en yloyer relations specialist 
when this form is specifically requested by a student 
(it is not routinely provided in the portfolio) , Ihe 
student coordinator also keeps in tou^ with high 
srfiool counselors regarding college entrance 
esiamination scdiedules and arranges for (CE) 2 students 
to take any exams needed for college applications* 
IThm Sdiool Placement Information form contai j 
space for record' ng college entrance examination 
scores.) 

5» Ihe prociram aAninis t rator signs the Certification 

of Student Perform .^'ce, whicti constitutes the official 
statement of studenv adc^mplishment ttie program* 
Either thm pr^raa administrator or tiie studerit 
coordinator sigr^ ti^e Sdiool Placenent Information 
form^ when pro^/i ded* 

6= Conpleted forms arc n rculated among all staff to 
check accuracy of ^ motion* 

7. Stff.ff comments on individual students' learning styles, 
cU:ievements , special interests and activities are 
gathered from individual staff mentoers and summari^ied 
by the student coord^aato r to provide as ijmplete 
a picture of the student as poss^'/ile (see g-iiidelines 
for staff conments on page 275) * Staff comments 
appear on side ttvo of the Certificatio = of Student 
Performance* 

Completion of (01)2 portfolios is a time^consumiug process ^ and 
staff have found it necessary to set aside specific time for 
preparation whenever there are a ntartier of port j olios to be 
completed (for ex^ple, at t^ie end of the year for graduates) * 
Support staff carry a major burden in piepr.rir^q the foCTiS from 
information in student records # but Professional staff also need 
tf me at ttie end of tlia sdhTOl year to collect staff comments, 
confer on achool placament infomanicn and chedc cha agcura^ 
6f completed forms . 



270 



\ 
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Prepariition of portfolios imy ba simplified by ins tituti-^g. 
procadurea for updating portfolio forms tiiroughout tha sc^iool 
year for both juniors and seniors, CCT)2 recomMnds that a 
conflate sat of portfolio foote be placed in eaidi Individual 
Student Book and that data be entered on tte fonns at least 
quarterly . 

Individual RBcord of Student Perfarmanc& for^ arm d&saribad on 
the p&g&s that follow. Studsnt guidelines for arrs. ging m:d 
using tte portfoiio begin an pagm 29$ , following the forms 
desaript:',^ 



/ 
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CERTIFICATION OF STUDENT PERFORjWICE 

Cartifieation of Student Performance is the official statement 
of student accomplishments at {CE)2 and should be the first 
form in the portfolio . 

The form indicates tiie length of timo the student has been in 
the program and the requireMnts the student has completed. 

The top boxed section gives the basic statement of completion 
requirements t including a waiver clause and tiie fact that 
con^letion of all requirements entitles students to rsGeive 
a standard diploma from toe cTOperatlng hi^i school. 

^e second boxed .^jjction lists the specific requirements that 
have to be mat by toe individual student, Gen6rallyi if toe 
student is in toe program one year onlyi toe "Required" column 
indicates 10 projects, 13 competencies and 5 eKplorations ; 
if toe student is in toe program tayo yeara, toe coliroui 
indicates at least 20 projects, 13 conpetencies and 10 
es^lorationr Any waivers made for toe individual student 
should be ciwarly indicated and explained. 

The student's record of attendance and a statement of gr* duation 
status (including anticipated^ date of graduation if toe portfolio 
is mailed early for college application) are included and toe 
official nature of toe doc^ent cleairly seated, (Biese details 
were specifically requasted by portfolio reviewers*) 

If tranecripts^ from otoer institutions are included in toe 
portfolitr^ toe institutions' names are indicated on toe 
Cartifi cation form, and toe transcripts toen^elvcs are included 
in a po^et provided for toat pu^ose (see page 297) * ^nie pocket 
is placed r mediately behind toe Certification form in toe 
portfolio. Students counseled b^ staff to find out if 
receiving institution require offi cial transcripts sent directly 
fro*^i foriner schools in addition to copies in toe portfolio, 

fte learning aide convpletes the Certif nation form in connul tal'ion 
vn "^h the student 'b lemming manager, ^,i&ing information from toe 
Master Renord Book (laryely f"om toe Student EKperience Recoil — 
Hs^w Stem 12, page 102) , Bie con^laLed fcrm in aiya^T.d by to« 
program adirdni? orator * 
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Student Ncm* 

CQMMUNiTY EXPERIENCES FOR CAREER EDUCATION fCD^, INC. 

CERTIFICATION OF STUDENT PERFORMANCE 



P 

n 



Program Completion R§quir§ment$ 
For mdn ytdf a studtnt is in tht (CE}2 program, the foliowing are r^uired: 

Proi«M: Tin ptr pregram ytar- jn lach lifi skills aria. Credit for one of the critical thinking projeeti is obtained 
by doing the critieal thinking activities irt othtr projigts. Each project will Include basic skills Mivitles* 

G^mpttancls: All AiriMii competenclts miist be completed by all students, 

f mploytr Site UtiMzatjof?: Minimum '^i fiyt txplofitioni per program yiir, and adequate emplsytr rtseurce utiliza- 
tion as Judged by employer instructor^ and stsff, 

Wah«r Ciiu^i Any of the abovt rtq^lrtfnine miy be modified or waived upon he writttn recommindatlon of 
a ftiff merv Jyif and ipprovil by th^ Froj^ Director^ 

Upon cofnplfting alt progrim r^ulrements, (CEJj students are granted a standard hSgh school diploma from Tlgard 
High Sdwi, QiitHct Tlgaf d, Oregon, c^pt rating public scteol distrigt 



Kally Apbbins 



Studtnt Name 



^ enttred the progrdm on , 



9/4/73 



^snd ittended for a period of 



Days Possible: 
Days Attind#di 



338 



3i9 



— ^ . 1 nerf 

Vtjrs and/or MontN 


fort \m following pr 


ogram w^ required of this studtntr 


program Requirementi 


Rfqulrtd 


Completed 


Projtc^ 


20 


20 


CompttifKit^ 


13 


13 


EKplorattoni 


10 


13 


Employer Site Utilization 


Vii 


Yea 


Basic SklHs Program 


Yes 


Vee 



TRANSCRIPTS FROM OTHER INSTITUTIONS ATTACHED: 



Studtfit griduit^ (Yts or Nol" Vta 



Datf of ^aduation! Jyne O^ 3.975 



^^itisipitsd date of grsdu.itianr 



This ctftificatt ^nftltutes official «aterrw,t of itudtnt ^omplishTOnf at Community EMptritn^ for Cartir 
fdijeitjon. 
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STAFF COMMENTS 



Thi^ has baen a most luc^ssf ul year for Kelly. As a sg»nd ygar l tu^nt* he 
has e^ntinued to be one of tha outstimding maasbars of thm psogrMi* Ife has 
^nslatently deBonstratad a good attitvA and the ability to co^leta 

co^lex tasks quiokly. M with last yaar, Kelly again hag partieipatad in 
©xtraeurriciJlar aoti^dtias at the hi^ ge> woi while also daiponstrating his 
ability %o mmt adequately lesponsibilitier and a^sastations of the profran* 
Kelly ii m ant^jrprisinf yoim^ n^, using tha job skills aoqyirad fros his 
vaxious eaxeajr aj^rianeet at CCE)^ to halp earn money towards school* ttiasa 
aj^^rianc^s ha^ also halp#d him bawae mo« aware of hie vocational intc^Kests^ 
Kelly haB esAi^ited strong personal teliefs and* at the Bam tiMm, has shr ^ 
that he can listen to others whose baliafs may be dlff^rant. Because o' ._,s 
strong coi^wiication skilly ^ Kelly caintinuas to be a : ^adar aiBcng our stui^nte. 
He *t'as chosen by the student body ttis year to represent ^em on the (GE)2 Board 
of Directors « He also represented the progr^ before visitljig audiences and 
assisted in recruiting new students. Kelly is a consciantlo^ «id hard-workljif 
yoimg man and wn wish his lu^ ^d futu^ success. 




Title 



Student Coordinator 



o 



o 
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STAFF COMMENTS 
(Sidi Two: Certification of Student Performance) 



staff OTinmants are included on thm CertificatiQn of Student 
Parforinance becai^a tois dociDnant is seen by all portfolio 
redipiants—amployers as well as sdiool atoissions officers* 
Reviawars ganerally agreed tiiat staff cosnnents are helpful to 
them for plaaament ptirposes, providing narrative descriptions 
of student strengths and weaknesses. 

Personnel managers expressed interest in comments reflecting th& 
stud. .-t*s work habits^ attitudes and dependability. All recipients 
wanted to know "specific things the student has dona t^at illustrate 
skills" and raference to outstanding piecaij of work* 

Reviewers cautioned staff to focus on the imiquenesses of each 
student and to avoid "jargon stereotypes*" 

(CT)2 issu the following guidelines to staff menibers for preparing 
conmenta or. tudents (th^. same guidelines are given to employers 
asked to write letters of reconmendation for students) t 

!• Give specific infornation* 

2* Dsscrib,'^ any special aspects of this student's program 
or pc^rformance* as well as special intereste or 
activities that seem relevant to careers or further 
schooling, 

3* Include the positive and the negative. 

4* Includa information ^out attendance^ punctuality and 
dependability, 

5* Include infomation about how the student gets along 
with people and handles difficialties amd criticism, 

* 

6. Coimenta that receiving institutions (college, ndlitary, 
business* induatry* high s^;Go1) can use for plaoeirent 
purposes wii^in tiieir prograM are highly valued. Make 
such recomTOndationa as current and specific as you can* 

Ttim student coordinator ccsBpiles all staff eonnienta on a given 
student into a single coherent statement and signs the form* 
Students have the right to challenge staff comments (see Item 
IS, page 133) * 
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BASIC SKILLS SUMMARY 

Basic^ Skills Sum^]^ is Gompletad by the student coordinator 
and learning manager. Tha student coordinator provides assessment 
infoiMtion from ^e Student Profile (see Item 12, pages 98-99) * 
^e learning manager adds prescription data and avaluation of 
student deTOlopment, with lead-in statements from tiie student 
coordinator relating these to assessnent^ data. (If Basic Skills 
Summary forms are completed each program year for each student, 
prescription statements can include recOTraendations for returning 
students, as well as recomirtendations relative to postseconda^ 
education and training*) 

Revlawers found ttie narrative style and three-step format of 
assessment, prescription and eval^iation to be very useful. 
Information is given in narrative form only* rather than in any 
kind of visual continuimi, because of strong staff ani reviewer 
feeling that placement of a student on a continuiaa invites 
comparisons with thm groi^ ratter than evaluating ths students 
in tenffi of themselves. Students have the right to challenge 
portfolio contents (see Item 15, page 133) . 

Staff try to avoid using unfamiliar terms (for example, referring 
to "Level D" of an instructional package rather than explaining 
what that level is) and to identity tests or instruational 
materials by their fall names, ratlier than by initials. 
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o 

BASIC SKILLS SUMMARY m^mm^^ 

1973-74 
Program Yf?«- ' ^ 

PRE ASSE^MiNT 

Kally deapnstrated ^ove av©rag® ibilit> in readirig vt^catulaiY Md f^^igh^naion en 
the CciQprehaniiv^ Test of Basic Skills {^^S) ^ f<lhila hie scorca indicstsd 
©utat^ *ding ability in thsje ^^as« Kally has nentioised having difficult in 

real jf. pDaprehension and would like mnsm assistance in thif area. Evan tho^h test 
rBSu' L^ show hie ability to be above the twelfth gr^^ level in ci^^rahansion, *^ 
will Qontinye to give him oppartimitias to g^n worm ocnfi^n^ in this area^ 
oonsistant patt^m of difficulty w^ noc^d in diotiona^ ufi*^. Kally could possibly 
profit a review of tte organisational and itractural layout of the difitiona^^ 

Ally's scores in arith^tic indicate that ha has an outstandirig Cv^und of basic 
m^th opa rations. He also deigns tra tad consistent and successful application of 
arithisetic ooncepta^ Overall^ itelly dawns tra ted well ^ovm average performing 
ooi^^rad to other class aeadbari^ It is reconmndad that Kally be presented with 
activities and projects tha^ .illow him to enh^ce his skills ar^ at the sase f-imt 
^allenga him to plan and eioicute career strategies^ 



o 



Studont Coordinator / Oite 

FRiSCRimON 

Hon btl'fi ikiiH Hsrk li inflerpsriitd in Istfnmg plan: 

It is suggested that research activities be written into projects and arowd 
job sites to 'jnceurafe Kally to coiae into contact with a ylda variety of srefjources* 
Specific loateri-AS, activities and involv«i8ii4it in tho c^nunity are iuggestad 
to assist \Am in gaining skill and confidence in raa^Ung coi^rahansiofi^ 4s 
Kally Intends to go m to college/ reinforcesint jf bmsic skills will help prepare 
his for the FiAT and SAT eicaainations^ Kally h^B not da finitely focused on a 
career; thersfore^ opportwiitles will be provi^d so he ei^riansa a variety 
of career options ^ 



EVALgATION 

Kelly demonstrated ^^ ^aificwt growfh this past year in terns uf basic skills 
strangth. The post- test results of the ClBS indicated et^er^or ability In 
reading co^rahension,> aritlu^tic (^ncapt^ and ^plications) anA study skill 
His scores incra^ad Mnsidarably in all area.^ asnasgarl. Kally has he%n on^ 
tha ^'St ra^Msibla and self-dire^tad students ^t Cd}^ this year, fie has 
succeeded I^ca'^a ha orgahizes iriiat he han to do and st^a^ly chips away at it 
until it is co^letad. We aia particularly ptw f Kelly because he h^^s bean 
i^lm to Ewet all of his (Ci)^ rasponaibilities v .V participating at th^ s^e 
tijm in sKtracurricular acti^ties at Tigard Ki^ . ^ool* 



Lairni/Si Miiiii^r / Date 
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mt^Y ROBBINS 
Student Name — — 

1974-75 

Program Year 

SECOND YEAR ASSESSMEiMT 

This yaar'i msi^ts of ^the Ca^reheniivm Test of Basic Skills (CTBS) and th© 
Individualized fi^^in^ for Adults {ihh) indicated that Kelly conpistently d^nionitrated 
w^ll above avTirag© JmIIs in mathematics and oe^wiication areas. Even though 
extensive qmvth was shown, Kelly still feels the need for advanoed work in reading^ 
comprehension and listening activities. Am a returning student, Kelly mderstands the 
expectations md requirifflents of the program and intends to design a plan that will 
allow him |o co^lete all activities and graduate early. He feels self-directed 
but n^eds to have someone remnd him of due dates. Kelly effietively utilized the 
employer network last year and has es^ressed the desire to pick soto skills in 
auto aechanics this year* He will begin the year with a learning level at the City 
Maintenance Department (auto mechanics) . 



BASIC SKILLS SUMMARY 

(Second Vear) 



Student Coordinfe'tor / Date 



PRiSCRiPTlON 



Growuh waa shown on assess^nt instrtaaents f h©wever# it 1^ t :=^>^^endf»d that Kelly 
continue to be challenged with basic skill activities and oppozi-unitiua foond on 
job sites of his choice* it is also recommended that enrichment activities be 
daeigned around areas of personal need and interest- fts Kelly intends to oo^lete 
work early tiiis year, it Lb i^ortant that he be asked to ^si^ a plan ytith target 
dates and specific tasks that will enable che staff to provide opportinities for him 
to experien^ a variety of consnmii^ activities- 



EVALUATION 

During this year Kelly has sho\m much growth in his tmdsrs tan ding and application 
of basic skills * both in math ^d eonaiunication. Due t^ the high level of skills 
he has damonstratedi no special basic skills program was indicated. However , a 
considarable arount of work was done in advanced and applied basic skills as Kelly 
ooi^leted his project activities^ In doing this work, Kelly demon itrated the 
^ility to ^ply his skills in the abstract and to a^pt them to the co^le^ 
problems of the world of work. His parforMnce in these tasks was of a coneistently 
high quality* Kelly is a ^od^istener and has freqi^ntly desBnstrated his ability 
to gather a variety of information from numerous soutoes and to sy^thesig^ the 
information into meaningful forms. In ma^eniaticS; Kelly has bean able to cope with 
a variety of coiputatiwal tasks that demimded advanced skills applications^ As in 
coranuni cation I Kelly has clearly demonstrated his ^ility to apply these skills to 
actual, situations in the workplace* thus affi«aing his eo^eten^. Verbally, Kelly 
has no trouble In e^ressing himself clearly ^d concisely* 



Leamllfg ManaflBr / Date 



Appendix D (Ssmpls Portfolio) 

BASIC SKILLS SUMmRY 
(Side Two: Second Year) 

Staff saparate first and second year siOTmarias to Eialntain the fom 
for botJi juniors and seniors and to give a more complete picture of 
the student's development. 
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LIFE SKILLS SUM?4ARY 

Bie Life Skills Summary lists the student *s learning projects 
compieted during participation in the program. It includes 
project titles and dates completed by Life Skill content areas 
(the basic program i^eqiiirement is Wo projects in each of the 
five Life Skills per program year) . Side one indicates projects 
completed in the areas of critical thinking and functional 
ci tizenship. 

Space is included for total nui^ar of projects reqmred and 
explanation if this nmr^er is otoer than 10 (one year's 
requirement) . ThSLt explanation would indicate ^ for instance^ 
that 20 projects represent the requirement for a student in 
the program for too years, or it would indicate and explain 
any waiver of requirements for a students 

itiis form is completed by the learning aide from information 
on the cumulative Life Skills Project Record in the Master 
Record Book (see Item 12, page 97, for a sample Life Skills 
Project Record) . Life Skills Smnmaries for each student 
could be maintained tiiroughout the program year and updated 
periodically to ease the year-end workload of preparing 
portfolios for existing students. 
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o c 

LIFE SKILLS SUMMARY 

Number of Project! Required:* - JO KELLY RQ BBIHS 

Nufnbtr Complitid: Student Name 

*(Ks£plinition if this numbar is other thari lOi 



ProjfCt^ are long-terrfi, pfobltm cintirfd Isemmg designs that are planned to mfit outcome goals and learning objec- 
tives of each life fikills iPfd and to corrtipond to Individual students' abiiitits, goals and interests. The Itarnjng manapr 
and ihi student negotiate project! which consist of aCiivi- products and criteria for performanci, and which blend 
basic Ik I lis, life skills and carcf r development activitiii or ^loyir and community sites. 



LIFi SKILLS ARiA/CONTENT DiSCRIPTIDN 



PROJECT TITLi/DATi COMPLETED 



CRITICAL THINKING 

Projtcts compisted by the itudent inciuded 
exptriencis in gathering, arialyzing and intif^ 
pretlng information and seeking solutions to 

proJj^^mS. 

Th't student learned and applied a five-step 
critical thinking process: identifying a problem 
Of issue, gathering and sorting inforrnaHon re- 
lated to the i'jsue, intefprfting the information, 
developing alternative' sglutions and choosing a 
course of action evaluating the fisults, and if 
necessary choosing an alternative course of 
action. 



FUNCTIONAL CITIZf ^SHIP 

Projects CDmpieted by the student demon 
sirated an increasid understanding of the demo- 
cratic processes in tha privati sector and in locals 
state and federal governmtnt. The student then 
applied these processes by participating in acti- 
vities in the cprnmunity. 



Accuracy in ^pairing M^lanei 
Media Lie Deteetinf 
CCS) 2 For You 

15 Horsepower Kohler Engine 



Itie FBI and t:he War Against 
Organized Crime 

Legislature Frojeot 

Being A ^al Estate Agent 

Where Do I Fit In? 



3/27/74 
4/2/74 
10/18/74 

1/13/75 



1/20/74 
4/18/74 
5/1/75 
S/1/75 
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LIFE SKILLS SUMMARY 



LIFE SKILLS ARiA/CONTEfyT DESCRIPTION 



SCIfNCi 

Projtcts complittd by the student invQlved 
usrng lystimatic logic to test the feliability of 
facts; using causa and effect reasoning to test 
statements and explain a point of view; and 
applying the Kifntific method to problem sol- 
wing in the community. 



PROJECT TITLE/DATE COMPLETED 



PERSONAL/SOCjAL DiVELOPMENT 

Projects completed by the student included 
experiences that increase the ability to under- 
stand self, demonitrati self direction and respon^ 
iibility, and initiate and maintain effective inter= 
personal relationships. 



CREATlVi DiVELOPMENT 

Projects completed by the student consisted 
of Identifying and participating In the creative 
process of biending new and/or existing mater- 
ials, Ideas or concepts into unique forms or ex 
periencei. Including creative problem solving In 
the comm jntty. 



o 



Aviation Growid School 

Installation and Hepair at 
Evergrien Telephone 

Police Cax Maint^dnce 

I Was h Iteenage Soientist 



6/12/74 

6/5/74 
1/13/75 
4/3/7S 



Karate 1 The Art and Its Philosophy 2/B/74 

Basio Youth Conflicts 6/6/74 

vmat (Can I Do) About 11/13/74 

Underst^ding Personal Raligious 3/14/75 
Convictions 



Welding 6/6/74 

Vid^o Tape i Equipment and mm 6/6/74 

Teaching Sixth Gradere About 

Nature 1/14/75 

Don't Just Stand ^gre-^Do 

Sonjething 4/17/75 



o 
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LIFE SKILLS SUMMARY 
(Side Two) 



Side two of tiia Life Skills Sugary lists projacts and co^letion 
dates for the remaining ttree Life Skills areas—science ^ 
para anal/social development and creative devalopmant* 

Because titles for both predesigned and individually written 
projects will be scanned by racipiantt of the portfolio to 
ascertain tiia content of student Life Skills learning ^ t^ose 
titles should be carefully worded to reflect toe scope of the 
student's work* 
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STUDENT SERVICES 



COMPETENCIES 

tte Competencies form is maintained as a cumulative record 
throughout a student's partiGipation in the program. Each 
student* s competenc>^ certifications are recorded in the Master 
Record Book (see Item 12, pages 100-101), Ihe tabbed 
portfolio form could be typed as each student prepares to 
leave toe program or could be maintained cumulatively in 
Individual Student Books. 

Program requireTCnts state that all students must complete the 
13 compatencies , whetiier they are in the program for one or two 
years. Consequently ^ any variation in a student -s completion of 
the 13 compatancies (waivers, si^s titutions and so forth) should 
be doci^ented and ej^lained on this form. 

Space is provided for the names and titlec of all competency 
cartifiers* These individuals are community people with 
expertise in the areas of each competency , and (01)2 believes 
tiiat recipients of the credential will get a sense of the 
student's level of a^ievement if they know the kind of people 
to whom students had to demonstrate their competance, 
nuntoar of lines under eadi cor^atancy varies according to tiie 
nimiber of certifiers a student must satis^, as stated in the 
GOn^atency guidelines (see "Competencies," Curriculum s 
Instruction / pages 369--407) . 

viewers of tiie (CE)2 portfolio es^ressed differing opinions 
it the value of the COTipetui forr registrars and 

.upxoyers, but (CE) 2 believes thac it is important to conmiunicate 
this particular aspect of the program as furttier definition of 
the skills acquired by its students. 



i 
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ipyncjl f TUB Bft^ and d*teua lobbing tffDf ti I 



Ai^diiey Jonas , State Hiprsaentati^ 

Joseph Patrick, Senate Fregi^nt, State lagislatu^ 



2/20/74 
a/20/74 



O 



o 



COMPETENCIES 

All ffudins »n rtquir^ ts defn^fiti eampeitf^e lo the MtiifietiQn et i sf eommunity eMsen m ths 

Tt^mgt ftuiirns en i eredii bBit {Studint? EJtfneniifite lefmiind eendnmni gf gftdii ) 



Jamie Brown, hsst, Caahier, Citizdne* Baiye 



11/7/73 



2 : M«nii4n 1 ^wcktng Esunt in ggoder^. {Siydgntj siydy and impl#menf a chfCking •ettum lyiJ^ I 



iuaan Goodallr Asat. ^rations «gr. , Citizana' Bank 9/25/73 



3. Provid* ■debits irmjrinct fsf i«if, firruty and po^mfesni. jStudenis fiudy ind d«ifn i £smpfih«*iiivf .n&jfi 



' Harriet Wa^ar, Insurance %entf Safety Inaurance Co. 1/2/74 



4. F^i* stjtt ind fid*?if in^me tfi«. {Studsnti K£ur*rgfy fUe it^ig ard ffderj! meeme tmm forms i 



lister Warrerii Au<Utor* State Revenue Agency 



2/24/75 



h. Budgp! Vmt ind men#y sff^ctrvf ly. fStydsnti plin j heysehsld bud^t ta cpvtf i iims penod of thft* msnihi ind 
dfiwJee «id implefn#fii i iim* bydgit for i pefisd sf on* j 



1/30/74 



Blanche Fuller* High School Hom^ Econcmics Instructor 4/19/74 



S. Mimtsm ih# M physieJl heahh ind make appfopriafe yie of ^nifure !ims. (Sludenfi d*vslsp and foMow i phyiieal 
fitn« ptan and lafet fgCrtafignal BetiviTiri i 



'^en^ Slodgett, Hiyn SchvU Wrestling Coach 


2/28/75 


? _ .<ir J^^a^ Learning Manager, 


2/2i/75 



7. R«pond ^fepfiifsly to flrt, pelie* and phvireal heahh efmf^r«l«. fSiudenti dv^flop an amtrgincy fife sicapfi 
ptin, davglop ?jvt apqf6priata gitiftn agtieni in tmgfgeney iityatigni and paii a fifit aid gstmlnitiQnJ 



Joe Watzik, 


Fire Prevention Officer, City Fire District 

1/22/75 


Ka Serine O' 


Brian, Lieuten^t, City Police Department 

10/2/74 


Jo^a Wat^^ik, 


Fire Pret^^ntion Officer, city Fire District 

10/1/74 


Pwiieipata^n Ih. .isciprji v (Siudanti cempltlf fegiitfaf.tjn and ballef fsPmi and axpliin ballpt iffc«.) 


Audrey Jonas 


J Sta^ Ripresentative 6/6/74 


Audrey Jones 


f Stat^ Ripresentative 6/6/74 



f f 

I % 

1 " 

I 

i i 

r 3 

I I 
f I 

f 



f 
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STUDENT SERVICES 



CAREER DEVELOPMENT SUMMARY 



Ihe Career De^lopTOn^ Simmazy presents a cimiulative record of 
tiie student's employer/ conmiunity site experiences in the program* 
Specific skills learned during these site es^eriences are recorded 
on the Skill fcvelopment Record (see page 290) r recomended to 
follow tile Career Development Smnmary in the portfolio^ 

The Career Development S^imary should be updated periodically 
throughout each program year. At (CT)2f the form is completed 
by the clerical assistant from tiie Student Infomation Cards kept 
by the employer relations specialist (see Item 14, pages 127''129) . 
A separate fora is completed for eadi program year; students in 
the progr^ for two years will have Wo Career Development 
Summaries in tiieir portfolios. 

Portfolio reviewers felt this form enhanced their understanding of 
student career-related experiences. Ihey were particularly 
interested in the amounts of tiM spent on each site and t. 
of employer instructors (for possible reference checks.) 

..ikiry sheet also gives students the names of iudividaals 
rom wnom they can request letters of recommendation in the future 
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TH 



CO 



PI 

Rl 



PI 

ar 

Ri 



LI 



o 



o 



CAREER DEVELOPMENT SUMMARY 



Student Nimi 

Profram Year ^-^^3-74 



o 



o 



CAREER DEVELOPMENT SUMMARY 

mUJ£ ROBBERS 



Student Name 
Program Year ^ 



1974-75 



The career development componint provides studenti with the opportunity to explore ipecifig careers on actual 
employer sites while learnrng about the problemi and issues of th^ working world. 

Learning objectivef. and acti-zities in student learniny plani are carried out through various experiences in the 

^i^g utilizition plus monthly employer 
were satisfigtorily compieied by this 



Learning opjeciiver. ana aeii-ziiies m student learnmy piani are carriea out 
community. Thosa experiencw are grouped into four levels of employer site utilizition plus monthly employer 
seminars held it (CElj or in the cornmunity. The placements en 



student 

EXPLORATION LEVEL , 

PURPOSE: To give students a general overview of vjf is jobs and careers. 
REQUlREMifyT: Five Career Explorations per program year. 

EXPLORATIONS 





Employer Site 


Job or 


Employer 


Starting 


Completion 






Dept. 


Irjitructor 


Date 


Date 




Ctty Maintefiance Dep^. 


HiCh. 


Jan Maekey 


9/6 


9/13/74 


2 . 


Coaaereial Photo Studios 


Photo 


Jane Eog^rs 


11/15 


11/12/74 




Hpredith Plains Hospital 


^erapy 


Marjorie Ivajii 


1/20 


1/23/75 


4, 


achool District A^inistration 


H^dia 


TmrrL Miller 


2/Z 


2/04/75 


5. 


Swiss village Paneake Houae 


CooJc 


I^roy Walters 


2/19 


2/20/75 




Couhty Realty 


Sales 


Edgari Voight 


2/25 


2/28/75 










\ 
\ 







LEARNING LEVEL 

PURPOSE: To give itudenti the opportunity to have in depth e><periencei with jobs or careers of their choice 
and to pursue loarning activities in the life skilli and basic ikills areas on the employer site. 
RE QUIREMiNT.- As appropriate to individual student's learning plan> 



LEARNING LEVEL SITES (See sN 


ill development sheet 


for skflli acqurred) 






Employer Site 


Job or 
Dept. 


6rTipioy*;r 
Instructor 


Date 


Date 


1* City Hairitenance Dipt* 


Me eh. 


Jan Maekey 


9/11 


1/06/7S 


2. County Realty 


Sales 


Edgar Voight 


3/10 


4/30/7S 
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STUDENT SERVICES 



ERIC 



SKILL BUILDING LEVLu 

PURPOSE^ To give students intensive ixpfriinces with specifsc cafe#r skills simiiir tc pri^appfenticiship tfjintng. 
RiQUlREMENT: Ai appropnatt to mdsvidua! Itudtnt's learninQ plan. 



Sf 
PU 

COi 
thi 
RE 



Ef 

PU 



Employtr Site 



Skill 
Area 



Supervising 
Adult 



Stirling Cornpietion 
Date Dare 



SKILL BUILDING LEVEL 

PURPOSE: To give students intensive experiencii with specific cirefr skills similar to pre apprinticeship training. 
REQUiREMiNT: As appropriati to individual student's learninq plan. 



EmplGyer Site 



Skill 
Area 



Super*ising 
Adult 



SEarting Completion 
Date Date 



SPECIAL PLACEMENT 

PURPOSE: To use employir sites for purposes other than tha study of specific jobs or careirs; students may 
conduct research on particular topics, problems or isiues by obwrving the world of work as a researcher rather 
than as a worker. 

RIQU'REMENT: As appropnaie to individual student's laarning plan. 



Community/Employer Sit^ 



Activity/Project 



EMPLOYER SEMINARS 

PURPOSE: To acquaint students with broad and basic issues of the American economy. 



Topic 
Carter Strat^giai 



Speakers/Positions Held Date 
Bill Tiarons - Pen. Mgr. - Aircraft * Inc. 10/31/73 



Ada smith - Perg. Mgr. 



Electronix 



Econgsdqs 



Changing Work Ethic 



Jane Piniiico = Frsf* ^ State lMiv#ralty 
Ted Morgan - Electronix 



J 1/27/73 



1/16/74 



Nan Hasursky ^ Pacific Co3^* 



Job Discrijaination 



Nate Jones * Gen#ral torp* 

Eileen Rankin * Bureau of InAi^. Affairs 



3/13/74 



Joe Reagan - Urban League 



Harilyri Tmmmy ^ People's Life Ins. 



o 



o 



App&ndix D (Sarnple Portfolio} 



CAREER DEVELOPMENT SUMMARY 
(Side Two) 

Ihe clerical assistant transfers any skill building or special 
placement information to the Career Development Sunsnary from the 
Student Inforaiation Cards kept by the amployer relations specialist 
(see Item 14, pages 127-129}, 

Information on ei^loyer seminars the student has attanded is 
transferred to ^^his form from the Master Record Book. Participation 
in these seminars is included in the portfolio as another 
indication of the diversity of (CE)2 students* eKperiances, 



J 
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STUDENT SERVICES 



SKILL DEVELOPMENT RECORD 



"flie Skill Development Record is a^cOTiulative record of the 
specif ic skills a student has acqt^red at employer sites. It 
should be inaintained throughout the program year and updated 
periodically from the site^-specif ic Skill Development Records 
i±iat accianulate in -tte Individual Student Books (see Item 12, 
pages 108-*109)* The (CT) 2 clerical assistant completes 1±e 
form* I 

Ihe skills students acquire are grouped by employer site# although 
sites are not identified* 

Ihe individual Skill Development sheets were adapted into this 
cumulative portfolio record because reviewars es^ressed a desire 
to see more explicit inforMtion on the skills acquired by students 
and the level of acquisition* This infomation is particularly 
useful to personnel managers considering students for employment* 

Care is taken to record skills in specific, job -oriented terms 
(sucdi as "Operate a PBX" or "Operate a hoist correctly and safely") 
For the sake of brevity^ t^e degree of skill acquisition is 
as^ressed in thi^me simple terms 1 obssrved, practiced, or acquired* 

(^e second side of thtm form is a continuation of tiie same coliamns 
and is not reproduced here * ) 



290 



Appendix D (Sample Portfolio) 



o 



o 



SKILL DEVELOP^MENT RECORD 



_hai ob^rvid, practicid or acquirid the following skMli 

during plioimintf it employer iltgi. The Employernnstruetor hii b^n asksd to tviluatf th^ 
itudenf s pfrforminci of the skill as hi/ihi would an smployie's. 



SKILL 


ONarved, 
or A^uired 


SKILL 


Otarvedj 
or Aequirtd 


Replace br^e §ho#s 


ffractiead 


fecue and read title printout 


Acq^red 


Chack wieel oylindars for repair 


Acquired 


Bisear^ property baokfromid 


Acquired 


In§peo^ brake dryms 


Acqui r^d 


Write a real estate listing 


PractJ^^d 


Bead nl crone tar 


Obse^md 


Catermine' income pr^erty value 


Practiced 


Qbsarve s cored br^e dnsss 


0teS'3rved 


Pi^re property value 


Practiced 


neiQDver c'leaAf rapacJCf reaaieable 
and adj^t iHieel bearlnfs 


Acquired 


Define escrow 


Acq^red 


Adjust brake lininfs 


^served 


Iteite ea^est money reoaipt 


Practiced 


Bleed br^es i 


Acquiied 


Know the basics of e^tting some 
finwicing 


Practiced 


Boad test 


^served , 


Boutine maintenance wd repair 
for pr^eller drive;n aircraft 


(^served 
Practiced . 


Oiwge cap^ rotor emd points 


Acquired 


Electronic testing equipment 
including aoE^ression tester f 
eleatronics system analyser # 


Practiced 


Change oil and filter ' 


Acquired 


and hydraulic system test 
equipment 


Practiced 


Tims angina 


Acquired 


Hand tools involved in servicinf 
aircraft 


Acquired 


Clean or replace air filter 


Acqiy^red ^ 


Rsquiramiants with hourly ciiecks 
and annual dieck procadi^as 


Acquired 


Check fluid levels 


Acquired 


Head work orders 


l%cquired 


Lube 


Squired 


Install telephone aquipsent 


Practiced 


Un^rstaund and use real estate 


Practiced 


Order eqi^point j 


Acquired 



3ui 
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STUDENT SERVICES 



SCHOOL PLACEMENT INFORMATION 



S^Qol Plagetnent Information is an optional form reconunending how 
(CB) 2 e^eriences relate %o traditional course work* It is not 
routinely included in t^e portfQlio but is added when speGifically 
requested by toe student. Students are infomed of this option 
during their orientation to the/ program, in tte Student Han^ook 
and in portfolio guidelines given to them with a copy of tiieir 
completed portfolio (se^ pages 298^299), 

The form contains information intended to help college or high 
school personnel place students nrare precisely in specific sitojact 
areas and levels. (CE)2 students who are college-abound can take 
any required college entrance ex^inations* Test scores can be 
added to the form in the appropriate section (testing services 
will also send scores directly to tiie colleges of a student's 
choice) . ; 

Grade and credit translations are clearly identified as 
equivalencies. Units of credit are given in terms of total 
^^participation time in ttim program, rather than baing broken out 
by curriculmi components (one year's work is equal to 6 imits 
of credit^ two years' to 12 units). 

Hie "performance con^arison" column indicates how the student's 
performance at (CE) 2 would compare to grade levels in specific 
stjbjects in a regular high sdiool program, ^ese "perfonnance 
comparisons" , are given only to aid s^ool placement personnel* 
Since (CE) 2 does not give grades, it cannot certify grades, but 
it will describe the equivalencies -^at can help other institutions 
translate (CE) 2 performance into their own tems. 

Placement recommendations (at the bottom of the form) are intended 
to be brief statements of exactly what, in the staff's judgments - 
the student is ready for "next" in specific subject areas,, College 
and high school placement personnel reviewing the portfolio said 
this type of recommendation was helpful to them, although some 
said they would rely more on college placement test scores. 

School Placement Information is completed by toe student 
coordirator, in consultation witii tiie student's learning manager 
and employer relaticms specialist. It is signed by either the 
program atoinistrator or student coordinator. 
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o o 



Studant Name 

SCHOOL PLACEMENT INFORMATION 

(Ci)2 do^ net grant gradis or Carnegje units. The following information is not routinely provided by 
(CD 2* but hm betn fpfgifically requ^ed t?y thii student, With the inception of the coll^ board 
tist scores^ the Infornnation ii intindid merely ai itatementi of equivalency for plawment purpofei 
only. 

The work completed by the student at ICiU is comparable to 12 unlti of high school 

credit 

13 units collated at Tigard Hi^ gchool prior to (Ol), 



Test Scores: 



12: 



PShT - spring 1974 
SAT - winter 1975 



This student'i work iri the (Ci)2 program Is comparable to performance at levels indicated: 

ARIA PER FORMANCi COMPARISON 

Language Arts and Reading . - . ^ A 

Mathematigs (General) a 

Social Studies - Government B 

Creative Arts - a 

Career Awareness h ' 

Science A 
Others 



Plactmfjnt Recommendations: 

While perfomance in matt^matias and reading was above avarage, 
Kelly's scorae indicate e^erlor ability in these areas ^ Obaaryations 
of Kally's perforiaance and i^ility lead us to predict a high level 
of success in cx^llaga^ 

Because of o^rall strengths r feel that Kelly could hmdle a 
nO£TCal col lege load of classes without my special provisions or 
assistance bei'ng necaisary^ 



Signid Oati 



i 3 
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STUDENT SERVICES 



STUDENT COMMf NTS 

I hav^ really enjoyed wy two years at (ffi)2^ The prograa has been a 



for iry future. I began in the prograin with a strong intejfest in auto 



e^lore new directAene such as eoaaerGial photography and businees 
adsy^niEtration. 1 oa.ght not have discovered these interests wi^out 
tlie ei^rien^s of {CE)^. I hopc^ to continue studies in math and 
science at the college le\^l| in addition to buiinees administration. 

hobbies ^d other interests include working with various kinds of 
engines 5 building model ai^lanes and playing soccer, I have also 
been singing in Gchool and church choirs for the past five years . 



challenge to me helped ma learn more about myself and possibilities 



mechanicsi this interest has been reinforced* but 1 have begim to 
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STUDENT COMMENTS 
(Side Two: School Placement Information) 

Collega registrars ei^ressed Interest in seeing samples of a 
student's writing* They also wanted to know itrare about ttie 
spedial activities and interests of students* 

^e student ooiments section aocomplishes bote purposes* Students 
are ad\nLsed to write ^out theTOelves if they wish (see guideline 8, 
page 299). Since the form is intended for colleges, universities 
or transfer high sciioois, the student might also coinment on "Why 
I want to attend yoiir institution," 
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STUDENT SERVICES 



POCKETS FOR LETTERS OF RECOMMENDATION 
AND TRANSCRIPTS 



IWo ; gparate sheets are attached to the portfolio with bottom 
flaps so the students can 'insert letters of recomn^ndation from 
employer instructors (three letters are reeomiended) and copies 
of trails cripts from schools previously attended* 

\ 

Biese pocket pages are \variously arranged in the portfolio, 
depending on student putposes (see guidelines for arranging 
portfolio, page 299) . \ 



STUDENT SERVICES 



INSTRUCTING STUDENTS IN PORTFOLIO USE 



students exiting the program receive both the Record of Student 
Performance and a set of guidelines for portfolio use, These 
guidelines offer s^gestione for arranging the forms for either 
employment or educational puj^ses , presenting the portfolio 
during job interviews and preparing resumes (see pages 300-301) * 
Thm guidelines supplement and reinforce what the student has 
alrea^ learned trough work on the job application and employment 
competent ^ whidi includes practice in completing resumes and 
interviewing for jobs • 

The fact that (CB)2 students have copies of their individual 
Records of Student Performance to share witit potential employ tjrs 
is a i^ique feati^e of tte program's credentialing system and 
studen-ts are instruatu.^ in how to use ^e credential to er^ance 
job interviews. In addition to printed guidelines , students 
receive staff e^lanations on how to arrange the portfolio and 
use it to best advantage. 
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GUIDELINES FOR PORTFOLIO USE 

Atta^#d ii your Racord of Studant Performance, whi^ auawiarlzes aj^arleneea you have 
hAd in toe prog ram. You can use your parformance record to battar advantage with 
personnel diraetora or aducational institutions if you arranga the iooie-'leaf pagas 
as raconrngnded below. 

1. Keap your Record of Studant Parfornwiee in your poaaassion whan job staking, i ?av 
a raiuffia andt^or job application at a personnal office. 



2. Kaap your raauna brief, factual and partinent to the position you are seeJcing. Give 
apacific rafarencaa parforaianee record content for i^ra detailed information. Use 
a brief ne-paga reaus^ to accoi^any a job application and a longer * mora data i lad one 
when a raawne is aiismtted alone, (fha parfow^ce record itself ahould be praaanted 
at the time of an interview.) Two rasume forms are atta^ad. 



3. The first page on tha right-hand aide of the parfomance record should alwaya be lAa 
Certification of Student Ferfozwanca. 

If y^u ara_ seakij^g a job , arrange the pages on ttie right-hand aide as follows i 

a. Certification of itudent Performance (on top) 

b. Unofficial* copies of tranacripta from other inatitutiona (pocket provided) 
c* Career Davelopment Suimnary 

d. Skill Davelopngnt Record 

a, En^loyer letters of recommendation (pocket provided) 

f. Baaic Skills Summary 

g, Competanciea " ■ 
h^ Life Skills Susffliar/ (on bottom) 

5^ If you are seeking admaaion to college oil transferring to another high school ^ 
arranga the pages on ttie ri^it-hand side as follows? . 

a. Certification of Student Perfomance (on top) 

b, Unoffical* copies of transcripts from other institutions (pocket provided) 
' a. Optional School Placamant Information 

d . ' 5 ^Baa i e Sk i lis S unmia^ 

a. Life Skills Summary 

f. c^rf^e^tencies 

g. Ei.plpji^er letters of recommendation (pocket provided) > 

h. Career Development StM^a^ 

i. Skill Davelopment Record (on bottom) 

6, . Remember to find out whetfier a high school * collage or personnel office wants you 

to have official copies of transcripts sent directly from other inatitutiona you 
have attendad,* ^ 

7. If you have not yet done ao, be aure to contact airployar instructors for letters of 
racommandatiai. ifiese recommendations from people in the conmunity are an advantage 
you will have over students in a traditional a^^i. 

If you choose to include the optional School Placeront Information formj you may 
write a st^^temant about yourself on the reverse side of that fom. Many receiving 
Institutiona are interested in how you egress yourself* ao if you choose to write 
a statement,- -take considerable care in writing it. 



a. 



All records regarding your performanca while a studant are open for 
your inspection. If you have questions about any of the content of 
this portfolio, please call (phonm) . 



Copies of tr^nsariptM in your posmmsBion arB Gonsidarmd moffiGiaiy Official 
trmnscHpts must bm sent by high Bahool at collBge r&gistrars, who often Bign^thm 
doaumsnt or affiir a bsmI , 



3 b:- 
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STUDENT SERVICES 



RESUME 
(Short Form) 

fA brief resumB should MccQmpmny thm RBsord of Student Performa.nae or a job appliQation. 
Tn; not to rapeat d&tails that appear on the job appliaation , Rmfer the intQrviQW&r to 
Fmre detailed information in your performance record,) 

Personal 

Name 

Telephone Nuntoer 

Edueation 

Example- 

High School Graduate^ Tigartl High School, 1975 
(CE)2 Career Education ProgrMi 

Work Experltnce 

(List only the name of the business and the kind of work you did. Other ■ ^etai Is 

will be on job application forms. The length of tinm you were there might be usefulj 

Paying jgbs^ 

Examples - , . 

K-Hart, Stack Clerk and Cashier, part time 6/?3-6/74 
Learning level experiences in EBCT 

Skins • * 

s 

(See the Skill D&vilopment Record.) 

Example i 
^ Typing ^ 40 wpm 
PBX ' Receptioniit 
Cashier 

Ten=Key Adding Machine 
Career Objective , 

( Di'scribm briefly your present career and education plans,) 
Example: 

Eventually I hope to beconie a journalist hr conmercial artist, 1 mti signing 
up for a night class in iliustration at Portland immunity College next term 
and prefer a job ttiat will lead into one of my career choices* 



kJ 



i-J 
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\ 



RESUME 




^ L,WM^ rur 1!!/ 




fA lf%rHft&r' faviiiwi shniilel Stthmi P^met L/4 ^hi^n^ B^r^nWfi f^f ^PiiH/^nP rttLanf^t^ 

MS by ihsil in r&sponsm. to a n^wspsp^r ^dv^rtiM&n^nt *) 




Pirsonai 




Name 




Address 








Education 




Oatfq EBm 

Addreia 

Iteleph^ne Number 

Description of Vour Learning Program 




Dates High iEhool 
Address 

Ttlephont Hunbar 
Major Ooursea 




Experienci 




(Giv^ thm following infowmmtion for mil jobm held mnd Imarning ImvmlM for EBCE 
idontifi^d as Buoh, Scare with /your immt jteoent and work tsak in Cime.^ 




Dates Flaoe of Enplpyment 
Address 

Telephone Nunteer 
Position 

^sponsihiiities 
Supervisor 




Interests 




(Indicate hobbiBM a/id sxtraaurriculMr motivitieM ^) 




Personal Data 




Age 




Height 




Weight 




Health 




Harital Status 




Hunger of Children 




Charaeter Rifefencts 




(Uivm tho nanmB of at Im&Mt thr&m peoplm who know you wmllf othmr than the mmployer 
reff? rentes fjiven abovm, Bm certain you give current addresseB and telmphone numbers 
for all toferefice^^J 


Careif Objectlvi 




(D&scritm briefly your present career and education planM^ For examples "Eveatue 
I }iOpe to become a jQUrnalist or commercial artiste I am signing up for a night 
in illuz:\fation at PCC nesct term, and prefer a jot that will lead into one of my 
career ahoices ) 

f 


illy 

cl ass 
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APPENDIX E 



Summary of Consultant Recomnendatlons : 
Portfolio Review 



In thm spring of 1974 , & team of conBultants reviewed (CE)2'^ 
R&aord of Student PerfornmncBt Their review is swmtmrized on 
th0 following pages. 





STUDENT SERVICES 



ONE REACTION TO FINAL (CE)^ PORTFOLIO DESIGN 

Ihe follwing conments by one portfolio roviawer^^tte 
director of admssions st a large TOivarsity^^indiGata 
that the (CT) 2 credential seams to have affected an 
accepti^la method of translating tiie programi 

Your record is unique in my judgment/ and in 
my mrk I have se&n thousands of differBnt 
secondary school transcripts. 

Employers should receive this record of 
performanae with Bnthiwiasm/ for it tells more 
about the student as a p&rBon than any other 
high sat^ol record I have ever seen. Indeed / 
it puts the traditional secondary record 
to shame. 

A^tdssionB officers , on the other hand, will 
still be faint with praise for it. A few years 
agOf this might have been damaging, but several 
things have happened to virtually assure that 
the lack oF\fraded work will not serve as an 
impediment tti\college admssions for one of 
your alumni, ^i^^ the first place, admissionB 
officers have beb€^a accustomed to working 
with ungraded recoids.f Indeed, they are used 
to working with recbPds that supply far less 
information on which to base their objective 
or si^jective judg^nts than this one. 
Coupled with^this consideration is the fact 
of general static and even declining college 
enrollmnts in the last few years, which has 
tended to change inflexible administratorB ' 
into '-nice guys" flexible enough to deal 
with problems of this kind* 



-*■ u 



304 



Appendix E (Portfolio Recoimmndations) 



SUMMARY OF CONSULTANT RECOMMENDATIONS 



Thm following list indicates consultant recommendations trom a 
1974 review of ttie (CT) 2 Record of Student Performance, ^ese 
recomTOndations were implemented partially or fully in the final 
design of tine portfolio foxms appearing in A].pendix Bie 
reviewers' conments are simunarized here to indicate the kinds 
o£ concerns that affected final portfolio design. 

General Recommendations 

1. Provide a record that is le3s time^oDnsumivig to read, 

2p Test scores are valu^le if only in adding objectivity 
to otherwisa si^jective niaterial* 

3p Number iterns to facilitate scanning tiie forms* 

4, For job applications, provide a detailed student resume 
with reference to the portfolio for further infonr^tion. 

(See student guidelines , page 301,) 

5, The infonnation given is very good but tenuis to be too long* 

6, iKplain any omiasions or waivers of requirements for 
the student. 

7, Hhm strengtii of the portfolio lies in its organization; 
it is easy to scan and to pidc up the Important 

Inf ormation at a glance . 

Specific RecofranendGtions 

Certification of Student Performance 

1, Side two staff conments should be mora specific and deal 
less in generalities. 

2 . Add attendance record - 

3. On side to^ro, include information about how tiie student gets 
along with employers and coworkers and reacts to criticism* 

4. Information ^out personal traits would be excellent for 
personnel offices (applias also to employer letters of 
recomnendation and Basic Skills Summa^) . 
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STUDENT SERVICES 



5, Staff coinments should includa ii/iaiysis of both strezigths 
and wetnesses of the student. 

6, Evaluation by teadiars indicating quality of adiiftvement in 
each area would be useful {applies also to ei^loyer letters 
of re^oimendatiQn and Basic Skills SiOTmary) , 

7, Include transcript from high sdiool (pO'-jket subsequently 
provided, see pagea 296-29 7) . 



C areer Development Siflnmar y 

1, State how much time is spent: on each site e5^erience-^'=that 
is, one or two days versus one or t^o weeks. 

2. Provide TOre details ^out explorations ^ such, as duration 
and tasks perfomed* 



Skill Development Hecord 

1. Include the level of performance for eadi job skill. 
Student Placement Information 

1, Include information that will help admissions officers and 
registrars pla^ students in specific subject areas, such 
as matJiematics ^ language or the arts* 

2* Provide information regarding comparability to imits or 
credit* 

3* Letter grades are "fairly good shortJiand" for admissions 
officers and registrars, particularly if acGompanied 
by descriptions. 

4. College entrance board scoris would be useful, 

5, Some universities use very objective criteria for * 
admissions; how can they determine, for exmple, 
"whether am individual has met the State Board of 
Higher Education's minimum CPA requirement? 

6* For more complete placement information in matoematics 
and Inglish, it is advisable to have students take tte 
ACT and CE3B tests. 
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Appendix E (Portfolio Rmcomnendations) 



Conflicting Reviewer Cominents 

(CE)2 Staff were confronted witti some conflicting comnents by 
different reviwers of the portfolio. For exai^le, one reviewer 
saidi 

Without lett&r grades in the student's portfolio, we 
would be hard prmssed to determine advanced placement 
and scholarship recipients under our present system^ 

In contrast, another reviewer saidi 

Yon are defeating your purpose if you have an ungraded 
evalumtion program and then end up having it translated 
into letter grades. 

Furthermore, some reviewers wanted less narrative and more 
"strict infonnation^" while others wanted more narrative 
desdribing the student""history in tiie program and what 
kind of perSOT the student is*** 

'Xhese comnents are es^nples of the dileimas irtierent in designing 
an alternative aredential tJiat should telL everyone what they 
need to know and still be true to program goals. Sudi conflicting 
reviews were very helpful to staff in toeir deliberations, but 
final decisions still had to be weired in ternB of basic program 
philosophy. 

Another source that may be helpful to 'EgCE programs in determining 
the format for a final student ^rformanae record is a survey nmde 
of four- and tm^year colleges in the nation aonaerning the kinds 
of credentimling information they need from altmrnative education 
programs. This survey^ conducted by the National Consortium of 
Experimenting High Schools, has been published as The College 
Guide for Experimnting High Schools , James Bellanaa and Howard 
Kirs(±enbamn (Adirondack Mountain Humanistic Education Center, 
Upper Jay, New York; First Edition, Fall 1973). 
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Index 



INDEX TO E8CE 

ACOJUNTAfllLiTY Ci 77-91 | Stl68»176 

AycQimtabiiity Write-Up Ci 81-89*; 

S:lli-I19*, 173-174 
Attandane© (oniita) C:lS9 
Career exploratioris Cil2a-129, 159-161 
Conmimity expactations 3:168^169* 

Censaqugnces C^aO* 85^17*; Si 172-174 
Dafin^d G:77 
Employtu itminars Ci461 
Jaidancg S:170 
Laarning lavgls Cj298-299 
Negotiation/oanferenees C:77, 79^ so* 

85-87; Sil72-174 
Parant involvement C:90-91i Si 173-174 
Frojacts C:303-209, 256 
Reporting Ci 86-89 
Skill building levels C:298-299 
Staff diseusiions 5-rl77^lsi 
Standards Ci78«j S:L69* 
student journali C:418-419, 433 
Time mjtfiagamant Ci8i-90^ 256 

see ^Iso Action Zon^m , <Jaidancre 
ACTION ZONES (ichool y#ar) 

Debriafings Ci67-6a»: St 110-181 
Defined Ci81| S:17l 
Guidance frainework Si 171-172 
Negotiation Ci82 
Sables S:213-229 

ADHINISTBATIOH, see AdmruBtrator , 
Poll ay making 

ADMDIISTRATOR 

Accountability CifiSi Si 173-174 
Board relationi Hi 172-173 
Sudget MifSr 102 
S^iness managenient Mil06-114 
(CE)! position description Mi 51 
Curriculum CilS 

E^loyer/coimiimity re la t inns Mi 151- 

171, 184-188 
Guidance CilBO 

Personnel managtmant Mi 68, 71 , 79, 
81, 87 

F^COrd of Student Farfonnance Si272- 
274 

School district relations Mi 173^174, 
190-192 

Student recrui^nent ii 15-16 
Workload MiSS, 263 

&ee mlsQ Farjon/iai 

AOVISQR^ QmUP (poitadoption) Mi 35-36 

MSESSfffiNT (laarning sites) , ^ee Laurninq 
Sits Anslysis Form 



HANDBOOKS 

ASSliShffiINT (students) CiS4-65 

laf:ic Skills Ci 27-28. 54 
Behavior C:61i Sil77-1B0 
Career Development Ci 33, 56, 116, 145 
Diagnostic testing C:54-56 
Evaluating progress C16O-6I 
Life Skills Ci21* 60 
Learning plan cycle Ci44-4S 
Staff ro] ^s C--62-65 
Student Behavior ^^ord S:179« 
Student Profile Ci55*-56j Si98-99* 
Student self-analysis CiSfi-58* 

Mme also Svaluation 

BASIC SKILLS Gi24-30 

Advanced/ remedi al work CiJi, 251-252 
Aasessment/evaluation Ci27-30 
Basic Skills Prescription Pad Ci635* 
Career explorations C1II4 
I3efinad Ci24 
Delivery G:26»-30 
KBCT approach Ci24-2S 
Uaneral program work C:29 
Individualized Learning for Adults 

(programmed materials) Cj30, 25 3 
Intagration Ci30 
Praecription C:28-29 
Profiles, (aesessmant) Ci27-2fl 
Projects C!246, 251-255 
Self-assessment exercisas (onsite) 

Ci?55, 629*-635 
Student journals Ci416 

see also Classmst Tutors 
BOARD OF Dl ACTORS, See GovexnanoB 
lOAfiD OF EDUCATION, School Board 

BUDGET Mi95-102 

Approval Ml 31* 102 
EBCT costs Mig6-99 
Format MilOO-ioi* 
Planning Mi2f-30t 95 

BUHINESS FOHHS 

Budget format MilOl* 
Monthly Fin^cial Statemant MilOS* 
gtudent TrMsportation Agreeniint 

Ml 131*1 Si78-7f* 
Student Transportation Options 

Mil32** Si80-81* 
Student Transportation Bouta Mil34*i 
Sil4-85* 

Transportation Reimbursament toquait 

Mil3i*; Si86-87* 
TransL^rtation Request Mil3J*j 

SiS2-i3* 
Tutor ^rvice Agrfemant Hi 78* 



I'f i"^' ■^■■>=J«*« rmtennms to mII tour EBCR hrndbooksi ptge numfcert are prmsmdmd btj 
the f 01 lowing codei 

C - Curriaulum s InMtrut-Hnn m » Han^mmont s Organisation 

^ " BmplQwr/coi mmity MoaourtAts s Seurion t^ gervl^ 

'(:'>llawinq m nun^r) indU-atas sample form, iUu- tratlon. displav or flo^ chart 
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BmiU ESS^ MANAGEMENT M 1 9 1 - L 3 5 

Adminli tratOF responsibilities Mil06- 
114 

Audit M:98 

Budget M:9^-10^' 

Financial reports M- 103-106 

Fiscal ^gent Mi 107 

Fiscal prQeedurii M- 107-109 

Forms si^r^ary Mill4* 

Heaith/iafgty requirements Mi 120 

Indemnity Covenant Mj 115-116, 119* 

Letter of Intent MaiS-U6, Hi* 

Recordkeeping M: 111-112 

Tax-ejcempt status 104-105 

sue alBQ MuBlii^-SM Forms f F^alllt^^ 
Ins yra/i ce , Rai ^ {irsmnmntM t 
TTmn^ po r ea ti on 

CIS » see Career information Sij-scem 

CTBS . jee Comprchensiva ToMt of Basic 
Skills 

CAREER DEVELOP Ci 31-36 

Aiiessment/evaiuation CtlOf 34 
Career counseling C:14H-'15Q, lf3f>iCirt, 
421-422 

Career Information Syitdm Cill6, 14 5. 

6 37-6 39* 
Defined Ci31 
Delivery C:32*-3S 
EBCS approach Ci 31 
Integration C:35 

Leaminf objectives/delivery techniques 

C:587-S94 
Prescription Ci 33-34 
Self-Directed Search Cilie, 145* '>40- 

641 

aiso Career ^^piorations/ Employut 
Smmin^rs , Lemming Leveis* Sitij 
Utilization, Skill Building Lc^^t^ls 

CAREER EXPLORATlaHS Ci 105-166 

Career coyuiieling Ci 148-150* 166-161 

Defined C:10S* 111-115 

Employer instructor checklist C^139 

EMploration Package (sample) Cil6g-j8Cj 

Learning objecfeivei C:113 

Project activities C:1S5 

Site selection Cil45, 148 

Staf:f roleg C:10a*, 126-1271 Eil42-143 

Student steps to follow C:141-142, 144* 

T^PHi vequirements C;120 

s€s ^iso Employer Imtmctow , Si to 
Utilization 

CAREER INFO^IATIQN SYSTEM C:116* 145, 
63 7-^39* 

CERTiriaTlCN (staff) Mi61 



CLASSES Ci261-J6j ' 
CSAmTEm {job) E:22* 171 

COLLEGE ENTRANCE (Student quail fieacioni) 
Ma46| S:65, 292-293*, 304 

^f^e iilsQ Credential f Cradu&tion 
Reqiur&mentE 

TOHMUNlCATiONS {program) 

Board of directors Mi 172-173 
Conmunity groups M:165* 186, 189 
District teachers M:176 -177, 279 
Employers Hsl44-145, l84-ia6| Sil34 
Other education progru^ Mi 146, 190- 
192 

Parents M3i46-147, 1S0-1S3; Sa33-134 
School district M:173-174; Sil34 
Staff Ml 175; Si 132 
State department of education M:27i 
34, 191 

State regulatory boards Mil85, 192 
Students Mil69* 179-180^ 183i Sil32-13 
Unions Mil44*-14S, 186=^118 
Visitori Mil66 

see also Information fstud^nt) » 
Orientation (staff), Orimntation 
fstud&nt) f Parent R&porting, 
Reorui tmnt (Mite) , Rmcrui tinent 
( student) 

COMMUNITV RELATIONS * Mi 139-19 3 

I 

Coimnunity input M: 168-171 
Describing program Mi 143-147* 17S- 

177i E: 198-200, 224-J.26 
Evaluation of Mi 170=171 ^ 193 
Generating support Mi21-23, 151-152* 

275-278 
Parent Night Mi 181 
Presentations M:164i 165-166 
Press relations Mt 155-156 
Program name M:149 
Program representatives Mi 148 
Publications Mtl56-164 
Recordkeeping Mi 15 3 
Surveys Mil7o-i7i 
visual materials Mil64 

;-e^ aiMo Advisory Group, Communi cations 
( p rog rani) * uto up A ati vi ties , 
Information (student) , Plaiminq 
(proqram) 

CDMHWiiTY SURVEY (preadoption Survey of 
i nterest) Mi21-23 

C0/4PETENCIES (Life Skills area) Ci 331-408 

Certifiers Ci345-347*, 5ll-il2 
Commimity participation Ci332, 3 39, 
357-358* Ml 169* 

{aontinu^d) 



The index includes r&farencfSE to all four EBCE handbooks/ page numters are preaeded by 
Chm foliating aode i 

^ ^ g^^ri cyium_ ^ Instruation M ^ Management s Organization 

S ^ £mpioyer/Conmunity msourccs s - Student Siryiaes ^ 

*( following a nun^er) indiaates sample form^ illus tration, diMplay or flat/ ahart 
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COMPETENCIES (aonUnmd) 

Qmiinmd C; 331, 335-33? 

Oevelsping conpetencies Ci339-341* 

Ustad C:346* 

Raioureas C:347, 401-403, 512-513 
Staff ffQlei C;i34*, 33S 
Student stapi to follow Ci351*3S2* 
Student WorWbook 359-407 

ODMPEmMCV CTHT:riER^ Cr 345-348*, 511-512 

CO.^REHENSIVi TEST OF gASiC SKILLS Ci27. 

5a 

CDRPORATiOM, see Cover/iaj3ce 
C^TS, se# Budge c 

COUliSELlUa, see Career Dev^iopmenj, 
'^uldmnas f Nmgotiation 

CREATIVE DEVELOP^ffiNT (Life Skills area) 

EBCE approach Ci 52 1-522 
Learning objeetiv^s C;521 
Project (aaBple) C: 525-530 

CRfiDENTlAL (studant) 

fCE)2 Raeord.of Student Perforfnance 

Csanpla) Si 265-297 
FQ^nat S -65-66 

drades/credi ta ' S:6 3-64, 292-29 3* 

PrOffam eoffiplation 0:37, 269 

Purpases S:i3, 134-135 

Review Jf65, 303-307 

Staff roles Si 36-36, 269-271 

Student instructions S:133, 298-301 

je# aiso Grsdustion ^ Transfer 

^CWTICAL THINKlNq (Life Skills area) 

Carter exploration proceei Cili3* 
Ei(^ approach Di 131-5 32 
Leaning objectives C:53l* 
Project (sample) Ci 5 35-541 
Project writing C:229 
Wrap-up activities Cj 271-272* 

CURRICULUH C:3-36 

iasic definitions Ci7-13 
EB^ Learning Path Ci6*i li9* 
Outcoae goals 0^14- 16 
Purposes C:3-4 

see also BAMla. Ekills i C^rcor 

D0v&lopm&nt/ Cmrmer Exploratluns , 
Comp&tsnait^s , Bmploifar Seminars, 
Lamming Lrnvmls , MfQ Skills ^ 
ProJmatB^ Skill Btulding Levml^, 
Student JournslB 

DIAOIOSTIC raSTlNG Ci 54-56 



Dlft^HA S: 37-38 

DiSCiPLlNE, see Accoufitdbi lity 

EI, 5#e Employer InMtructor 

EK, s&e EmplQymt Relations Sp^cl^lis t 

Efff LOVER, see Employer Ins zructor f 
R&aruitn^nt (Mite) 

E?^LOYER IHSTRUCTOR 

Career exploration Cil39, lS2-iS4j 

E:160* 

Defined Eil2, 31-32, 35, 42-44 
Learning and skill building levels 

CiMfl, 312, 3l8-3l9r 322-32ii E:162* 
Project evaluation Cf26i 
QualificationB E<*43-44 
Responsibilities E:l5t-li2* S:62 

^ee 3l$o Employer Instruator 
. DBvBlopment, Rscriiitm^nt (site) , 
Site UtilizMtion 

EMPLOYER rKSTRUCTOR DEVELOPMa^T Eifi 3-102 

Audience ' Ei 78-79 

Conducting sessions E:i6*, 99* 

Defined E:63-66 

Evaluation E:43-44 

FeecSsack from eif^loyers E:i2*-84j 100- 

101^^ 215-221 
Feedaack session Ei76^77, 92, 235-242 
Invitations Ei95-96* 
.^taterials Ei98, 205-213 
nrientation session Ei7i, 91, 195-200 
.^uastions i answers Ei 75-76, tl-92, 

22 3-221 
^cordS^eeping EiBO-81 
Reimbursement Bi23-25, 80 
Sample agendas Ei9l-92* 
Scheduling Ei93-94 
Staff roles Ei64, 69-70, 85-86 
Training needs Ei7i-73*, 87-89* 201- 
204 

Training session Ei76, 92/ 229-234 

EMTLOVER RELATIONS SPECIALIST 

Assessment role Ci33, 56^ 63-64 
{CE)2 position description Mi §3 
Career ei^lorations CillS 
Employer initrugtor development Ei69 
Cuidance Si 150 

i^arning and skill building levels 

Ci296 

fijaaliflcations Hi 1-6 3 

^^corcDceepLng S: 59-60 

Site recruitment Eii3-lS 

Site utilization EillO-lll, 141-149 

Workload M* 59-60, 265 

^ee aijo Personnei 
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Thv jndBx inaludps refer&nces Co all four EBCE hrndboGkMi page numbmrs are precected by 
the fol Imping aodm: 

^ ^ Cu^ri^ul um & rnstruction M = j^naje^ne a OrgAni^mtim 

" ^ Emploijar/ C^^uni ty Msourc^ s ^ Student Sirviams 

^(eollowing a number) indicst/ss smmple form, illustration, display or flmf chart 
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STUDENT SERVICES 



EMPLOYER SEMINARS 0:455-4 74 

Aqandai C:466-470 

Conynunity involvgmenc C-46l< 466 

DefLiiGd Ci455* 459 

Proj^ets Ci472^473 

Staff rolts Ci460 

Topics C: 462-465 

EMPLOYER SITE (defined) E : 19 

EMFLOYER TRAINING, see Employer Instructor' 
Development 

eNTHY/EXIT? sem Pro^jr^m Entry /l^xit 

EVALUATION (proqram) 

Conmunity relatiens tf f f^ctiv^neii 
Mii93 

Employar feee^ack Eia2*-S4* 100-101* 

I3d-139, 215*221 
Eftipioyer instructor e f fectivenesy 

E:43'44 

Questionnaires for p^tielpant 

feedback H : 1 70- 1 7 1 
Staff fectiveneia M:87-88 

EVALUATION (student) 

B^ic Skills C:30 
Career Development C:34 
Exp loratign Package C:165 
^ Learn inf /ski 11 building leveli Ci292' 
293* 325-32S 
Life Skills/projects QiZl, 266^270 
Student Performance Reviev Ci202-293 

aiso ABseSMm^nt i Lo^rning Plan 
Cyale 

EXPLORATIOM PACKAGE (sanple) C: 169-186 

Explained Cill9-I2i 
Sa^tple Ci 169-188 

see MlSQ Csrmer Sxplor^tions 
EXTPACURRICUL^R ACTIVITIES M : 192 i S : V)^) 
FACILITY 

iCE)2 flootplan Ci487*r M:126-l2i* 
OlQOSing location Mil24-12S, ISO, 201 
Keaith/safeey Mil20 
Insurance Mi 117 
Planning Hi97, 121-128 
Purposes Ci476j Mil21-122 

?ILES 

Instructional inaterials C2493, 503-504 
Off ice tacords Mi 11 1-112 
student records Si S4"58 

FUl;iS Cimnary of (ra)2) M* 114 
(continuod) 



FORMS fConCinu#d; 

s^m aiso Business Forms, instr-uationAl 
MAteri^iSf sice Forms, Student Form 

rUNCTlONAL CITIZEHSHIP (Life Skills area) 

EBCE approadi Cs544-545 
Learning objectives C:543 
Project (sample) Ci547-5S3 

rWDiNG Ml 29-^ 

GOAIJ (prqgraift Qutco^i) C^14-16 

SQQ also L^jarnlng ObjeatlveM , Lmmrning 
Plan Negotiation 

COVtimP^CE Hi2S-40 

Adviiory group Mi 35 
Bylaws M:223-233 
j^onsorcium Mi 36 
Corporamion Hi 36-37 
Relationship to district H: 33-39, 

School board Mi 35 

Separate board of directors Mi 36 

see also Planningf Policymaking 
GRADES/CREDIIB, See Credential 

GWDUATION 

Diploma Si37-Ji 

Rarly compietion S: 37-38 

?.ate co^ietion S : IR 

Record of Student Perfortaance Si37'38 



C:52-53; Si272- 



nRAUtJATlOU REQUIffiMENTS 
^73* 

GROUP ACTIVITIES 

Cinployer leminars C:455-474 
Meetings* student/staff Mi 180; S1I66- 
167 

Retreat* student/staff M:180; Sil62' 
165 

Social activities M:180-181 
GUIDWICE 3:139-194 



Action zones Si 171-172 

Adult roles Sil4fi^l5|, 158'' 

(CE)2 eicamplas Sii48-149* 157* 175- 

176*^ 186, 190-194 
ConTOwity ej^ectationa 3:143-144** 

168 

Conferences S- 172-174* 183-184 
Defined Sil39-140* 14.1 
Learning plan cycle Si 15 3-156 
NegotJation Sil54, 157 
Parent role Stl74, 183-186 
Recordkeeping g 1 177-182* 
f oontinuf^d) 



rhH Lndax includes refermncQs to all fom FBcE handbooks; pacre numbers are prmcmded by 
the following coda,' 



Curricultm $ Jnm t riiat i on 



M ' Management B Or^aniMstion 
S = Mtudent Bmrviams 



'(following a nuiater) indiaates sMmplm form, illustration, diaplmy or flow cAart 



314 



321 



Index 



GUIDANCE (cantinmd) 
Referrals S:187 

Ratrgat, student/scaf f Sil62-16S* 
Sm^ll grpup meetings Si 166^167* 
Staff diseisgiofis Sa77-181 
^ne debriefing Sili0-*181 

see ^Iso Accomit^ I li ty f Car&^r 

D^v^l opmen C * Mm go tlmtlon , Qri e/i ti o/i 
f^CudenC^/ RecrultniBnt (stu^nz) , 

' Student Jeumals 

iLht .^^e Individumlizmd Ls^rning for 
Adults 

INDE^^ITY COVENANT Et4%, 47 f Mi 115-116 
Sain?lei Eagl; Mills 

INDIVIDUALI^D LEAM^ING FOR ADULTS (Basic 
Skills inateri^ls) QiW. 253 

INFQ^TICN (student) 

Audience neads S: 47-49 
Program nee^ Si 45^45 
Reporting procedures 3:132-135 

s#e mIso P.irent Rmporting t Student 
Farnrnt Student RsaordM 

INSTRUCTION (content areas), see 
Ciirri cul um 

INSTRUCTiaiAL MAraRIALS 

Saaic Skills self-aisesanient exercises 

Ci629-6 35 
Competencies Workiiook C:J59^40S 
EKplofation Package Ci 169-186 
Individualized Learning for Aduitj 

(Basic Skills) CiJO. 253 
Predesigned project tangles Ct 521*5 30 * 

135-541, 547'553, S5f-572, 577-586 
Project Writing Guide Ci 329-2 32 
Student Handbook S:197-24l 
Student Joumal Guide Ci 435-452 

see ais© Lmarning B&&ourcmB 

INSTRUCTICNAL STAFF, see AdminiBtra ^or , 
SmployBt R^latlonv^ SpmciAlist, 
Learning MAnagar f L&arning kmsouTSB 
Spsai^lBtf Studmnn CoordlmcoF 

see aisO' Pmrsonn&l 

INSTRUCTIONAL STKATIGIES, see CArmer 
Ex pi orm ti orw # Co^pm tend es » Empl oyer 
Seminmrs f teaming Lei/eis^ Projects , 
Skill Building Levels , Speaisl 
PlsaemmntB, StudBnt Journals 

INSTRUCTORS* see Competanay certifier. 
Employer Instructor , Emplc^er Bel At ions 
(con^nwd) 



IHSTROCrof^ (continued) 

Spsci&list f Learning MsnMg&r , 
Learnlrtg itejouree Specialist, 
Student Coordinator, Tutors 

INSURANT M:115-119 

Basic requirements Hi 115 
(C£)2 coverage M: 116-117 
EB^loyer protection M:115-116 
Indentiity Covenant Ei45, 47, 181*; 

Mill5-116, 119* 
State Accident Insurance Fund MillS- 

116 

JOS ENTOY SKILLS (acquisition Of) , see 

Skill Building L^y^ls 

JOU^AL* see Studmn^ Journals 

LH, see Lemrning /faiiaf/er 

LHS, see Lemrning Resource Specialist 

L5AF, see Learning Site Analysis Form 

UkBQR, see Unions 

L^R^JING OINTER, see Facility 

UIARNING LEVEW Ci 277-327 

Defined 0:277-278, 283-285 
^^loyer instructor checklist Ci 312 
Projects 01291-292 
Site selection Ci 313-314 
Skill development C:290 
Staff roles C;280i 296-297 
Student Evaluation of Learning iite 
Ci294 

Student Perform^ce Review 0:292-29 3 
Student steps to follow Ct 310-311, 
316-317* 

see also EmployBr Instructor, Site 
yti Jiaation 

LEAW^ING MWIAGER 

Assessment role 0:56-57, 63-64 
(Cij)2 position description Hi52 
Career explorations Oj127 
Employer sendnars Ci460 
Guidance Si ISO 
Learning levels C-297 
ProjijctS 0:205-206 
Quali fixations Ht61-63. 
Fecordkeeping Si 59, 270 
Skill building levels Ci297 
Student journals Ci420-424 
Workload MiSf* 264 

§em a J so Pmrsonnel 



The inde^ inaludes refermnceB to all four EBCE handbooks,^ page numJbmrs are preoeded by 
the following code i * 

C ^ Curriaulum £,Instruation m ^ Mmna^ement ^ QrgAnization 

^ ^ ^mploysr/Commmity Besmirces S * gt uden t_ Servi 

•(following a mmbmr) indicates smtdplm form, illustration, display or flow ahart 

/ ' : " ' 



3. 



SWmNT SERVICES 



career Dev^lopi^nt CiS87-B94 
Creative developaent CiS2l 
Critical thinking CiS31 
Defined Ci9 

Fimctianal citizenship Ci543 
l^arnLm SLtm Analysi.^ Vara ^^236=241, 
655-660 

Persona 1/gQcial davelopBant CiSSS 
Projects Ci236-24i 
Science Ci%7% 

LEA^WG PkTHt raOl C;6*i Eii* 

LEARNING FLAN CtmM C:44-48, 2Mi SilS3- 
i56 

L^^I^^G F3LAN NIGOTIATICH Ci 39-102 

Accountability C: 77-91 

Action zones Ct 81-84 

Asaeisoent/evaluatiQn Ci4i-46 

Conferences Ci5i-S9, 233-234 

Defined Ci39-40> 93 

Graduation requireaents CiS2-i3 

Infonaation sharing C:i6=71 

Integration Ci47 

Key steps Cj95-100 

Learning plan cycle C:44 

Leamlnf7 ^ Analysis Form Ci 72=75 

Frescri C:46 

see aijo Car^mr BxplorMCianM , 

Compotmrjaim , Employ SmminMrs ^ 
Learning t^vBlm, NmgotiMtionf Frojert^^ 
Skill Building LmvmlSf Spmai^ 
PlMammn^f Studmnt Journals 

L^mim miouia sFEciALiir 

Aasesssient role C;63-€4 
iC£)2 position descrip^on Mj54 
Competencies c^338 
Guidimoe S^lSO 
Learning resources Ci484 
Frojeets 0^205, 2ia"259 
Qualifications M^S1-€J 
^cordDceeping S%SO 
Workload HtBO , 266 

see also Psrsonn^l 

L^^IHG PliQUR^S Ci477-S15 

Basic materials C;491-4f 3 
B^liography Ci643-653 
Coraaimity Cf49i-502 
Defined Ci477* 481-482 
e^loyer sitea Ci494-4f8 
Equipment eiiOi-IO? 
Facility requirements Mr 121, 12 3 
Student resource ^es c^4S2-483* 

s#e mImo ClMSsmSf Employ InM^^otorf 
SpmoiMl PlaeomntMf Tutorm 



Ltti^ING Sire (defined) * lilf 

^AFillNG Sim ^ALYilf rORH 

toployer instructor role iill2-115 
Efl^loyer relations specialist role 

E1II2-IIS 
Learning levels Ci 300-301, 320»321 
Laa^lng objectives Ci236-241^ 655- 

660 

Procedu^S Ci72'7S*, 2l3-214i Eij3-34* 

112-118, 154-155 
Saspla forra/leaHiing ofajaotives/ 

projects CiS95-i27j Ei23l-30S 
Si^le iflterviaw Si243-27I 

LE^^WG STBA^GIES* see Career 

E3tplora ti ons , Compe tenci em » Employer 
S^m^nars f ^mrning Levels* Projects , 
SJciiJ Building Lmvmls, StudMnt 

LEGAL iSS^ Hi 27-21, 203-221 

see aljo Jnsura^oe, TrM^portation 

LSTTCR OF INTENT B; 35-36, 4b, 47| Milll- 
116 

Sables 1*179; Hj118 

HMUilT^, Sft*# rnsurinat, Legsl Issues, 
f rans portm M on 

Lira SaLLS C:19-23 

tessssment/evaluation Ci 20-22, 266-270 

Defined C:7-8 

Delivery Ci20-23 

Sl^ approa^ Cil9-20 

Integration C:23 

Prescription/ 21-22 

Froject focTiS Cj242 

see also CQmpmtBnaims f Crmativm 
Dm^lopmmntf CritiQal ThiiU^ing, 
Fmctional Citi^mhipi Per&onml/ 
SooiMl DmvmlopmBntf Projects* 
Soi mnom 

LIFE iKIL^ OUlCflVlS, see Comp^tmnoiss , 
Creative De^mlopmntf Critiaml 
TMnki ng , funati onai Ci ti ^nshi p , 
Pmrsonal/Mo^iMl Devalopmntf Eaimnom 

mfAGEMpif , se# AdminiM ^stor , Bminmss 

M^agmoBntt Govm^anam 

I 

HAtSUALi I see BvtsiitsMM Porifm f Commtmity 
PmlationMf Ins tr national Mmtmrisls^ 
Naming ^sou^msf Mitm Formf 
Studant Farm 

^^GOTZAfiOH (students) Cr43i it 154 
{oon^ntsad) 



Ths indsx includes rmfmrmn€m& to all four BBOE hanabMkSi pagm nmibmrs are prm^dmd by 
thm fal lowing ao^ i 

c » curriaulm a Ins t^otion fi - Mana^mnt s os^ani^tion 

S ■ Emplotimr/^omuni ty ^^gourcgs $ m Etudmnt _Bsrvi oms 

*(follming M nm^mr) indiaatms mmml^ form, illustration, diapl&y ar flmf ahart 



Index 



N'E^TIATION (students) 

Projects Ci20a, 2i4, 270 

Site choices C;14a-15a, 166-167 

Staff guidalin«s C; 101-102 

see diso AcsountMbility , E^^rniny P Isn 
OBJECTIVES, PROGRAM (program outeoRie 



OrFT'ZE PRGCEDUHES M 

ORI SNTATI ON (staff) 

QRIEHTATION fitudent 
IdQ-^iai 



^ 107-114 
M:81-86, 
C-92 I 



269=273 



Career ejcplorationi Cil 37-^1 JS 

Conipatencies C- 3SQ-351 

Csntent S:28*30 

Employer stminars Ci470 

General prOfrtffl LntrOduction S:27-3j 

Learning levels C; 307-311 

Learning resources C:489-49Q 

Mid-year orientation Si 34 

Prsjeets Cs320*232* 

Htorien cation workshops Ss34 

Sanpla aqandas 3:31^32, 243-26 3 

Skill building levels C: 307-311 

Staff roles Si27, 160-161 

Student Han&ook S:28, 197-241, 246 

Student journals C:426-42a 

Advisory group Mi 35, laa 

Guidance Sil74^ 183-186 

Parent' Night M:iai 

Program planning M- 17-20, 22 ^ 125 

Social activities Mil80-lS2 

Student accountability C:S5f S6 * 90-91i 

Sil73-174 
Student learning plan?i Ci90 
Student recruitment Mi IB 3 j S^ 20-22 
Task forces Ms 163 

sae aiso Parent Reporting 

PAMNT REPORTiNG C^69-7Q; M 1181-182 i 
3:133-134 

PAY* /?©imdyrs#/Tjenes 

PERSrWAL/SCrrAL Dr^LOPMENT (Life Ski I la 
area) 

EICE approach C: 556-5' 8 
Learning objectives CiSSS 
Project (sample) Ci 200-205, 

PERSGWNEL Mr43-i8 
Contracts 



559-572 



Mi7S-77 

fcontinumd) 



PEteONNEL fcont:inmdi 

Cost eons i derations M: 72-77, 96-9 7 
Criteria for g^^Lection Mi61-64 
Nufftoer needed MiSB^eO 
Perfor^ajice review hi81-BB' 
Planning M:47-49, 253-260 
^eruicsient Mi65-69 
Salaries Mi72-73 

Staff developrnent H:Sl-86, 269-273 

Staff roles Mi 43-57 

Staffing patterns Hi 47-49, 25 3-2oj 

TeafS!?ork Hi79-Bl 

Tutor Servtce Agreement Hi IB* 

Working conditions H '75-76 

s^Q ai^'o Administrator f Employ ar 
Relations S^^ialist, LsArnlng 
manager* Learning Resource 
^^aialistf Student Coordinator , 
Support Staff 

PLAiJNING (program) H:3-40 

Approval Ml 33-34 
iudget M:29, 31, 95-102 
Qironology MilO-ll*. 15-16 
ConiBimity support Mi 15-23 
Coordinator Mil 3-14 
Funding H:29-3Q 

Governance M:25-26, 35-39, 197-201 
Planning group Mill, 17-20 
Policymaking MHO, 243-251 
School district cooperation Mi 7-9 
State requirements Mi 27-28, 203-221 
Suitability to district Mi7-8 

s&e mIso Conmmity Rei^tUons, FAcxlitijf 
Personnml , rransporc^itian 

PLMHim AND MONITORING (Student learninf ) t 
see Learning Plan NeQotiMtion 

PLANNING Group (preadoption) 

Functions MilS, 17, 19 
Membership M: 17-19 

POLICV MAKING 

Advisory group H:3S-36 
(CT) T bn.'iri of direct'. r3 M;36 
(CS) ^ . jwa MI223-233 
(CI) j policies smffflary Mi243-2S1 
Legal issues Mi27-2i, 203-221 
Operating procedures Mi 35-40 * 235-242 
Organiiational alternatives Mi25-26, 
197-201 

fea aJso novf^rna/ice, Planning 

PPESCMPTION, nee Lekrmrig Plm Cgels, 
l^^rning Plan Ne^jotistion 



PRODUCTIVlTy (students cnsite) 
275-27i» 

faontinusd) 



Eil63, 



fhm index inalu^s references to all four EBCE hMdbooksf pagm nwr^rs afs ptmesdad by 
thi.' folloif^ing code i 



C » QMrrictdlum _S Instruction 
S ■ Smployer/Communitii Resourems 



M * Manm^mment s organisation 
S • Student Services 

*(tQlla^ing a ntmmer) indicates sample form, illu^it^ation, dispUg or flov ahmrt 



0 g . 



STUDENT SERVICES 



PRODUCTIVITY (itudent onsite) (continued] 
see Also R^imtur&emmn^ 

Si4B, 272-273* 

sg# si so Cradu^tLQn 

PROGRAM DAY, wmm Sch^dulmM 

PROGRAM ENTRY/EXIT 5:3^38 

Record of Student Perforfflanct Si63-66, 
265-299 

Studenc Application Si 70-75 

Also Gr^du^tlon f OrisntAtion 
(Student) f Rearultment (Mtudmnt) , 
Studmnt SmleatiOnf TrMn^fer 

PROJECTS Ci 139-274 

^notsted form 227-223 
Basic Skills C:246* 251-255 
Defined C:189* If 5-198 

Employ ar/copinunity iit#s C:210-212, 245 
Evaluation Ci 248-250, 266-270 
Individually nagotiated projects C:19 7 
Laarriing nianager role C; 205^206 
Life Skills Ci242, 519-586 
^Negotiation guidelines Ci234 
Predesigned projects C:19i 
Project Writing Guide C:229-232 
Student steps to follow Si222*-226 

mlsQ Cr&ativm Seveiopment^ Critical 
^inkingi Fimction^l CitizenBhip, 
L&^rning Site AnmlyMis Form, Idfm 
Ski 11m t Personal /Soai si De v# J opmen t , 
SfClBnce 

RECORD OF STUDENT PERFOPJiANCE, Bob 
Ct^dBnti^l 

RECORDKEEPING 

Career explorations Ci 131-132 
Cosffiunity contacts M:15 3 
Competencies Ci 349 

Employer instructor development EiSn- 

ai 

Guidance Si 177-181 

Learning sites C: 302- 304 i Ei47-50, 

125-133, 141-149, 164 
Projects CillS 
Sr.udent journals C:425 

sea mlso BminQ&s Fofms, Files, Site 
Form&f Stud&nt Forms, Student 
Records 

mQmiTmm (site) E;3-60 

Adding sites to ne^ork E:6*, 54^60 
(CE}2 aitt list Eil83-190 
f con ^inimd) 



RECRUITP^NT ihktm) (Gontlnued} 

Concerns /questions E!39''40 
Defined E:3-6 

Distance/ time restrictions E:16-iQ* 
Esployer Information Packet £-175-111 
Identifying sites Ei52,i7 
Incentives Ei23-25, 173-174 
Inde^ity Covenant Ei45, 47* 181' 
In^t^sl cGntact & ; 26—29 
interview Ei30-39, 58 

Letter of Intent E:3S-36, 45, 47, 179* 

Materials Ei37* 41-46, 175-179 

Recor^etping E i47-S0 

Sample recruiting letter E:28* 

Selection criteria 5:41-44 

Staff roles Eii3-lS 

Student site needa Eil9-22, S4-ii 

RECRUiT^ffiNT (staff) Mi6S-6i 

RECRUIT^NT (student) Si 7-23, 160 

Application foms Sil2-13, 70-7S 
Parents 8:183* S:20-22 
Presentations H;li3i S: 17-19, 21, 160 
School district approval SilS^lS 
Selection criteria Si 7-1 
Staff roles Sill, 160 
Target audience S*9 
Timetables Si 14 

.^em also Student Selection 

REIfaURSEJffiNTS 

ioard stipend Hi 99 

lusineii expenses MslOi-llO 

Employer instructor development Ei23" 

2S, 80i Ht99 
>y,leage, itudants Mi 134-135 
Staff salaries Mi 72-73 
Student learner earner EilgJ, 27i- 

276 

Tutors Ml 77 
Financial H:103, 106 

Parent Ci69-70| Mil81-182; Sil33-134 
se^ also Informtion (studmnt) 

RETREAT, STUDENT/STAf F Si 162-165 

SCi gee Student C^vdinntor 

SOS, Bee Self'DireatBd Smar^h 

SCJ£OULES 

Daily program hours Mi76 
Program year Mi?5-7f> 
Staff (samplt* weeks) Mi 261=267 
Yaar*ro^d school Hs7i 



rfte indejf includss references to All four HDCF handbooks.' page nmb^rs are preceded by 
the following aodo: 

*^ * Cui riau lum s Instr'jstion M ^ Maflogemen t S Orgmni za ti on 

E * EmployarJCoimwii tM Resources s » SCu^nt' Ssrviass 

* t tolladfing a nml^r/ indicates sample form, illUFtratianf diMplay or flaw Qhart 



Indmx 



SCHOOL ACTI%'ITIES ASSOCIATION 
SOiOOL BOAAD 



a92 



irsform^tion needs MTlOJ, 172-173 
Ini tial contact M ; 9 
Program approval Mi3j-34 



DISTFJCT COOPERATlCfj 

-graduation 3: 37^38 
Frograin aJuptiun M"7^5 
Program Operation M: 38-39, 173-174, 
235-J42 

StUdant rgcruitsent S;r5-*1S 
Stud€n= transfer Si 35^36 

se# diss School Board 

SCIENCT (Life Skilli arga) 

. Eire approach C-573-S75 
Learning objectives C:573 
Fro^act {samples) CiS77*5S6, 821-627 

SELF-DIRECTED SEATOi CjUS, 145, 640-141 
SITE fORMS 

Card file E:47-49* 

Certificate of p#^ticipation M^liS 

Cwtulative folders Ei 47^48 

Employtr Card EiSO*, 126* 

Eniployer Information ?adcet EilTS-lil* 

Employer Instructor Report (pQSt card) 

£:l29*i Si94* 
Employer relations gpeoialiit notefaook 

E:49, 125-126, 130-131 
Indemnity Covei.ant Ei45, 47, ISl*,* 

M:11S-116, 119* 
Learning Site Analysis form Cj 59 5-616*; 

£ 1249-269*. 283-2^6* 
Learning Site Utiliiation SilOe-107* 
Letter of Intent 3,35-36, 45, 47, 179*; 

HillS-llS, lis* 
Maintenance viiic Pecord Ej127*; 

5:130-131* 
Student and EmplQyar Instructor 

contract B!l2R-l29*r Si92-93* 
Student Evaluatiwi of Leaminf Site 

saio-111* 

Stydent Idantif ication Placard C?13*i* 
Student Information Card BillO-131*i 
S:127-129* 

SITE WLAmmHf PmCEDUMB (itudents) 

Career explorationg C?122-125, 14S-li2j 
Eil42-14j 

Leamlrg/ikill building levels Ci302* 

313-311; Eil44-14i 
Special placements Ci211, 260; Eil48- 

149 

see also i'i e# Unilization 



SITE UTILISATION E:105-167 

Defined Cil05-1Q8« 

ERS chronQlogy E; 140-149 

Es^loyer instructnr role Eill9-120, 

159-163 
Evaluation Ei 134 -139 
Forms £:12S-13I 

Information iharing Eill7, 122-123, 

134-136. 167 
Learning prcductivity Eil40, 163-164, 

2 73-2 76 - 
Learning Site Analysis Form Eill2»lli, 

154-155, 243-271*, 211-296 
^^atariall Eil37 

Pathway to Employer Site Learning 

Ei206-2a7« 
Fecorcfeetping E# 125-133, 14 1^149 ^ 164 
Staff roles EillO-111 
Student placement Etl50-lS3. 156-158 
Student progress Eil64 
Support to effiploy*ir inatructori Eili9- 

124, 165-166 

smm alMo Care#r Expi orations, Bmploy&r 
Instructor f LeMrning Levels, Lm^rniisg 
Site AnMlymiM Form, Site Form , Sitm 
Placement Froc^rfureJ^ Skill Balding 
i^vmls f Special Placementi 

SKILL BUILDING LEVEU C:277-278, 285 

Staff roles Ci2S0 

see aiso Employer Instructor f Site 
Utili zMtiofi 

SPECIAL PLACSMQ^TS C:211, 260 

STAFF TOLES , Sc^ AministrMtor, Emplayer 
RelationM Specialist^ Learning 
MAnMqer, Learmng Rmsouroe 
Speaialisti Student CoordinMtor 

see ^IsQ P0rBQnneli Support Staff 

STAra DEPARTNfiNT OF EDUCATION 
Approval Mf34 

InforMiation needs Hi 191 1 Si 48 
Requirements Mi 27-2 i 



STUDENT ACCOUNTABILITY SYSTEM, s#e 
i^ccQUflCaBiii ty 

STUOfiNT roORDINATOR 

Assaiiment role Cii4, 62^64 
{CE^2 position dascription Hi 55 
Guidance S; 150-151 ^ I7i-179 
Q^lificatlons Miil-63 
Rficordkeeping Si 60, 2 70 
Student orientation Sii? 
Studen*' recrty^tment/selection Sill, 
18, 22 

'ftfansfer/graduation S 1 35-38 
faon tinued) 



The indejf inci ude.^ rufarencc& to aiJ four BBCE handtooks.' page nmr^rs are preaedmd 
the rollowing code? 
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Management s Or^aniEstion 
Studont Servi cms 



following a nun^r) indicmteM saFfple form, illustrmtion, display or fla^ ch^rt 



319 



9' 
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STUDENT SERVICES 



STODEHT COORDINATOR fc^nCAnLmd) 
Workload M^60, 267 



STUDENT DlSuIPLlHE, see AQcountMtili ty 



s:S5-33, 69-131 



iasic Skills Preicription Pad Ci635» 
Ca^seteneies Record S: 100*101* 
.Imyloygr Inscruecoir Report S;94* 
Individual Student Books Si 105-106 
Learning Site Utilization Sil06*107* 
L#arning Jtyle Self-Assesiment Si 121- 
123- 

Life Skills Project Sacord Si96-97* 
Master Raoord Book ;3t95 
Project Evaluation 3^124=126* 
Record of Student Perfsrinance Sf6 3-66. 

36S-301* 
Sign In/Out Sheet Si 88-89* 
ikili Development Raeord Si 108'^ 109* 
Student and Employer Instructor 

Contract S:92-93* 
Student Application SiS9'-7i* 
Student Evaluation of Learning Site 

SillO-lll* " 
Student Experience Record Si 102-104* 
Student Information Card S --127*129* 
Student Performance Review Sj 112-11 3* 
Student Profile S:9i-99* 
Student Stati3 Board S: 114-111* 
Student Transportation Agrieinent 3^78- 

7f* 

Student Traneportation Options S: 80=81* 
Student Transportation Routes Si 84-15* 
Transportation •teimburiement Request 
S-86-97* 

Transportation Request S:82-83* 
Weekly Time Report S:90-91* 
Zone Debriefing Sill6-117* 

aisQ rnstrueei snai M^tmrimls 
STUDiMT QO^mmUT Ml 169, 179 
STUDENT HANDBOOK Si 28, 30, 197*241 
STUDENT lOEMTlPICATlON ?LACARD wiUS 

STUDENT JQUMIALS 0:411*452 

Basic Skills 0:416 

Defined 0:411, 415-417 

Hesponding to joi^nals Ci 420- 42 4, 4 30 

Role si2!OTary 0:414 

Student Journal r.uide 0:435-45? 

sTtmBNT mETtms 

Employar seminars Ci455'-474 
Monthly staJf/stu^nt Mi ISO 
Small group Si 166-167 



STUDENT RECORDS S: 41-135 

(^)2 systeiB S;53-5a, 65-66 
Confidentiality Si67-6S 
Forms descriptions Si69-131 
Information needs S 145-49 
Information sources Si50-Sl 
f^porting S: 132-135 
Staff roles S:59-62 
Storage Si5S-58 

j## aiso Cicde/iciai* StadBnt Fom^ 

STUDENT SEMCTIQH S:23-26 

Eligibility Criteria S:7-1Q, 23-24 
Kid^y^ar additions 3:26 
Notifieation S: 25-26 
Staff roles Sill 
Tiinetable Si 14 

SUPPORT STA^ 

CCEjj position descriptions .Hi 56-57 
Orientation to prograi^ M: 82^13 
Qualifications Mi 6^ 
Responsibilities Mil33; Si6l-62, 
269-270 

see also P&rsonnsl 
TASK FORCES Mi 168-169'^ S 

\ 

TRANSCRIPTS, s#e CredmntiMl 
T^SfER [of students) 3:35*36 

TRANSPOa'ATlOH Mi 12 9-1 35 

InsuraAce MillS'^llS^ 132 
Learning purposes C:134 
Parent approval Mi 131 
Planning Eil6*i7; Mi97, 129-130 
Saiiple forms Mil31-135j Si78-S7 
Student options M: 132-135 
Van driver Hi57, 133*134 

see aiso Rmimtursmirmnt^ 
TUTORS Ci258, 508-510 

Tutor Service Agreeraent Mi7i* 
UNIONS 

Concerns E:39i Mil44-145, 136-188 
Productivity (EBffi pollcv) Si 10. 163, 

273-276 
Recruiting Ei 191*194 



ZONE reiRlEFIMGS Ci 67*68*1 Si 177, 180-181 

ZONE PROGkESS FCETINflS 01661 Si 177-179* 
2one Progress Planning Sheet S:178* 

zotffiS (school year) I Sfia^etion Zones 



The indmx inaludmB references to aii four EBCB h^ndbooksi paqs nwmors are pfeceded by 

tha following sod& ; 



*f following a numbmr) indiaMtes ^mmplB iorm, Hlmtration, displAy or flaw c^arC 



M * MMrmomnmnt e Qr^mni nation 



REPRODUCIBLE 
MATERIALS 



3 '-^ 



o 



ERIC 



Reproducible MmtBrimls 



EBCE PROQ^M FORMS: WHAT ARE THEY ? 



following pagei contain copies of forma an EBCT program is most 
likely to use for pltoning and, monitoring student learning* They 
are printed full-siEed and "camera-ready" so that you can use your 
own reproducing equipment to make multiple copies. The fcrms are 
arranged alphabetically and are preceded by a forms list that gives 
referencaa to places in the EBCl hanc^TOka where each form is 
c^souased. ^e listing also provicigs special notes you may need 
to consider when reproducing each form. For certain fojnns, more 
extensive notes are given on a page directly preceding the form 
itself. 

We do not specify how many copies you should print of any given 
form because your program needs will va^ depending on nuirtoers of 
students md ataff decisions aboufc how to hmdle learning 
activities and recordkeeping. For discussion of the variables 
that will influence the numbers of copies you need, see the "8" 
references given in the fnrms list. These references are to the 
**St*jdent Records" section of Student Services in which forms are 
esqjlained. 



HOW CAN THE FORMS BE REPRODUCED ? 



How you reproduce the forms will depend on your school or district 
printing cap^ilities. Your particular schTOl or district may have 
a print shop with offset presses and personnel who will be ^le to 
facilitate the process for you. If not^ you can use your school's 
mimeograph or spirit duplicating ("ditto") machine. If you have a 
mimeograph you probably will also have a stencil scMner for making 
masters. Similarly, if you have a spirit duplicator you should 
have a thermal copying unit for making thermal ditto masters* BotJi 
the stencil scarmer and the thermal copier will work quite well 
with the forms given here md can provide usable masters for making 
multiple copies. 



Involve Your Students 

Keep in mind that EBOe: is an eKperience-based program. You may be 
able to negotiate learning activities that will involve SOTie 
students in the printing processes necessary to reprodace these 
forms* Also see if your school has classes in business /off ice 
proced^es or printing/graphics techniques. Students from either 
of these areas might welcome a chance to. work on something that is 
obviously related to the school they areX^ttending, Aether they 
are in your BICT! progrMi or not there may be some way they can 
receive credit for helping. 
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Local Printers Can Help 

Don't forget to chack with your local printers for help* A print 
shop can be a valuable addition to an EBCE network of sites students 
use for leaCTiing purposes* Giving your business to a participating . 
site can be good pi^lic relations for the program. Moreover, if 
you have students at a print shop for learning purposes they might 
gain credit for helping with the forms. Project credit, f^r 
instance^ could be given a student for helping you handle the 
negotiations with the printer, writing up printing specifications, 
deciding on types of paper and cost-'ef f ective printing techniques* 

You should also consider the pi^lic relations aspect of working 
with a miion or nsnunion shop* Displaying the tiny imion "bug" on 
each form to indicate the form was printed in a union shpp can be 
good pi^lic relations with your local union offices and affiliated 
employer sites* 



HOW CAN THE FORMS BE MADE READY FOR PRINTING ? 

The following suggestions are offered to school staff to aid in 
reproducing these forms ^ 

1. Each original supplied here is printed on a white sheet of 
paper and is hole-punched so that it can be filed in tiie 
Student Services handbook* These holes should be masked 
over before you reproduce the fom. 

You c^ mask over the holes by using a piece of typist's 
white correction tape or a piece of ginnmed tape of any 
kind which is then "whited out" with' any standard typist^ s 
corrsotion fluid, 

2'* Be sure to clean up any finger prints or smudges that may 
be on the page . Look over each form carefully for such . 
marks and spread a thin layer of whit^ correction fluid 
over any you find* ■ 

3* Also at this time you may wish to change some of the copy 
on the form to better match your progran's procedures. 
Changes can be r>.nde with white correction tape (if the 
change is longer th^ a line of go|^) or white correction 
fluid* ^e new copy can then be typed directly onto the 
original, 

4, Most of the foitfis are set up so they will appear on a 

"right side" page with margin on the left for thrae-^hole 
punching by staff or students. With forms that are to be 
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printed "front and back,'' be sure to print the fom so tlie 
front side has the ttrea-hole margin on the left and the 
reverse side has the three-hola margin on the right . / 
(Sufficient margins have been allowed on the origiiials we 
provide here.) 

/ 

j^st of the forms are intended for standard Bh by 11 inch 
bin^rs. Some, hw^ever, are smaller and are to be used 
either in smaller binders (for instance, 6 by 9 inch binders 
t^e an Bh by 11 inch paper^ cut in half) or suiply to hm 
filed in folders. We hav^^set up 5^ by Bh inch, forms a© 
that two can be printed on standard 8% by 11 pa^r. After 
printing you can cut th6 sheets in half to arri^ at the 
form you need. 

Forma that are to b^ read sideways on a page should always 
be printed with the- top of the form to your left , so that 
timiing the page elockwise a quarter turn allows you to 
read it. 

These foCTiS may be printed on standard white or colored 
paper. You may wish to print SCTne on different colors to 
help staff and students digtuiguish the various forma* For 
example, forms used by students might be yellow and those 
uaed for site recordkeeping ^uld be blue* Formal program 
records should be white. 

If you intend any of your forms to be photocopied^ check to 
make s^e the colored paper will give a clear image on your 
particular photocopy machine. Beige, buff, light blue and 
yellow usually give good results* Greens may be less 
legible and rich oranges, htmmm and golds are usually hard 
to photocopy. 

You may wish to collect some forms in pads for easier 
storage and use. You (or your students) can easily make 
pads by stacking the.printed copies so that their edges are 
even, placing a heavy weight on top to press them snugly 
together and coating one edge with several layers of 
"padding compoimd"~available through your local printer or 
printing supply company. 

Chipboard base sheets can be used to separate, every fifty 
copias of a form. Qieck with your local printers for 
sources of chipboard. You might find someone with scrap 
ohii^oard who will donate it to your pr^ram. Binding 
forms in pads is especially helpful for those requiring 
several copies to be given to different program participants 
(for exMple, Accoimtability Write-^ or ^one Debriefing 
forms) . Each pad can be acoompanied by st^ets of 6arbon 
paper so that forms don't have to be filled out sswral 
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times* This approach is also tnuch less esqpensive th^ 
using photocopying machines or printing forms on special 
no-carbon-required (NCR) paper, 

9, If there are forms here set up for 8*5 by 11 paper and you 
want them printed on smaller sheets^^for instance, 5^ by 
8%"Consult a printer about photoreducing the- original* 
You can have a single page reduced for a minimal cost and 
then use it to m^e a master for whatever printing processes 
you are using. 



WHAT'S NOT INCLUDED IN THE FOLLOWING FORMS ? 
Student Materials 

Thm program materials assen^led here do not include the Competencies 
Workbodc or Student Journal Guide (see Curriculum & Instruction / 
pages 359--408 and 435-452) * We do not provide camera-ready originals 
for these materials because of their overall length and because 
individual programs may want to change them to meet staff needs and 
preferences. To obtain copies for use by your students you may 

Is use the copies appearing in CuCTiculum & Instruction- ^ 
simply mask out the page markers and "running heads" and 
treat them Uie saiae way]\^you would the originals supplied 
here , ' ' ' 

2, use the copies appearing ^n Curyipulum & Instruction ^ 

editing and rewriting tnem\ to suit your neada and retyping 
them on standard ditto or r^peograph masters 

3* order preprinted student materials directly from^ NWHEL in 
the qumtities that you need — see "Ordering Student 
Materials" below 

C redan t1al1ng Portfolio , 

ThB Tigard EBCE progrMi's Redord of Student Perffrmance is 
thoroughly es^lainad and illustrated in Student Seryiceg^ / Appendix 

Individual blank forms for this record are not included here 
because the credentialing issue is one that each IBCT program will 
have to resolve for ite^ilf* Bie (CE) 2 credential has been 
thoroughly reviewed and tested, and is a very acceptable model for 
other EBCE programs, but other programs may choose to modify some 
of its design features (the use of tabbed forms, for example) « See 
particularly pages 267-271 of Bti^ent ^rvices for an explanation 
of the credential format and various considerations . 
m 
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Miscenaneous Forms ' 

Several fozms are discassed in various handbooks that do not appear 
in the following canera-Mady materials* For instance, two zone 
plmning «id monitoring foms discussed in "Guidance," Student 
Services , pages 178^179, are not provided because they are likely 
to vary, depending on how each EBCT program chooses to hmdle Mne 
planning and recording student behavior problama* Forma displayed 
in "Guidance" singly reflect one way the Tigard EBCE staff chose 
to meet their own needs* Siitdlarly, the Work Projection chart on 
page 185 of "Guidmce" is not reproduced here because it is a 
straightforward form that other programi can easily draw up if 
they wish to use it. By the game token, the Student Identification 
Placard appearing on page. 135 in the "Career Escplorations" section 
of Curriculign & Instruction is not reproduced. Again, if you choose 
to use such a device it is a simple matter to draw one for your 
purposes * 



ORDERING STUDENT MATERIALS 

Sets of student rnaterials can be purchase c eatly from NWREL, 
^e Competencies Wbrkbodc, Student Journal Guide and E^loration 
Package have been prepared with special staff guides for use by 
schools without EE<M programs who are intereeted in using 
e^^erience-based and ceireer education materials, 

PLEASE NOTE,^ The Compei^nales Workbook is available. In the smm 
form as that which appemrs in Curri culum S InBtruation; thm only 
diffmrmnae is that it is separately paged and bomd with its own 
aovers* The separately produced student guide for jowmals Is 
slightly different from the handbook copy in that all referenceB 
to EBCE procedures and terms have been deleted to make It usable 
in any school setting- It mlso is paged separately and boimd with 
1 ts own covers .\ 

Staff guides for both sets of tmterials basically parallel the 
"Competencies" and "Student Journals*' sections of Curriculum a 
Xmtruction f with some changes made to delete EBCE references and 
to\help staff incorporate the materials into non^EBCE settings^ 
If you already have a set of EBCE handbooks you will not need to 
order staff guides from NWREL. 

The separately produced Exploration Package is significantly 
different from the copy provided here. As with the cmnpetenGiea 
and student joumal materials^ the revised Exploration Paakagm is 
intended for use by sc^ols that are not incorporating a total EKE 
program. You might wish to order an "Awareness Set" of the Career 
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Exploration Packet to see If the revised student materials are 
preferable for your program' s purposes. The revised version 
achieves essentially the same learning obj&atives as the Exploration 
Paakagej which we provide here. Its maiii advantage is that it comes 
already assmdbled with a folder. 

For current price lists of available staff and student materials, 
write to.^ 

EBCE Materials 

Northwest Regional Educational Laboratory 
710 S.W. Second Avenue 
Portland, Oregon 97204 
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EBCE FORMS LIST 



FORM 


tiHN UbUuK t%t, b ERkN CL b 

i 


NOTES 


Accountability 
Writ© -up 


Sill8-119, 173-174 


^Print on 8^ by 11 paper, You will be usinq 
several copies at a time consider padding 
it with carbon paper slip sheets or printing 
it on No-'Carbon Required paper. 


Contpeteneies Record 
(two sides) 


Qt 349, .405-406; 
SilOO-101 


Print on 84 by 11 paper, front and back. 
See special note preceding the form. 


(two sides) 


E:50, 126 


^0 originals of each side are given. Print 
front and back and cut sheets in half. 


Employer Instructor 
Report 


C; 123-125 1 
E ? 12 9 ' 
S:94 


UsQd in connection with Student and Employer 
Instructor Contract* See special note 
preceding form* 


Exploration Package/ 
(sevah sides) I 


L : lb9-186 


Print on 8^ by 11 paper, front and backj 
consecutively as pages appear here. Eighth 
page is blank. 


Learning Site / 
Analysis Form 
(seven sides) j 

^ — - . „™_ . . 


C:72-75, 595-6271 
Ei33-J^, 112-118, 
243-271, 281-305 


Print on &h by 11 paper, front and back.' 
See special note preceding forms f^T 
details about assembly. 


Learning Site ^ 
Utilization 


Ci303-304| 
S1IO6-IO7 


Print on Bh by 11 paper. 


Learning Style Self- 
Assessment (two sides) 


Ci56-5S| 
Si 121-123 

/ 


Print: on Qh by 11 paper* front and back* 


Life Skills 
Project Record 


S: 96-97 


Print on Bh by 11 paper. 


Haintenance Vi^it 
Record 


Bil27i 
S1I3O-I3I 


TjfO originals are given on one sheet. 
Print on &h by 11 paper and cut in half* 


Project Evaluation 
( two 8 i de s ) 


C:266-270| 
S:124'125 


Print on Bh by 11 paper * front and back. 


Project form 
(two sides) 


q:200-205, 219 


Print front and back on 8^ by 11 paper* 
See also special note preceding form* 


Sign ln/%ut Sheet 


S :8a- 89 


Print on Bh by 11 paper. 


Skill tevelopment 
Racord (two sides) 


"0:289-2911 
Si 108-109 


Print on Bh by 11 paper, front and back. 



* Handbook reFQrQnce code/ c ^ Curriahilum s In^ructio n, E - Emplonmr/Cpmimity ReMOuramM , 
M ^ ManMgemmnt ^ Organization ^ s ^ Student S&rvices_ ^ ''S" rmfer&nae& ixpriin hoi^ forma 
are fUlmd out and how many arm nemd&d and give samples of y^hat they JooJt like aompletmd^ 
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STUDENf SERVICES 
FORMS LIST (Continued) 



FORM \ 

\^ 


HANDBOOK mfEmNCES^ 


NOTES 


Student and Employ or 
Instructor Contract 




Used In connect icii\ witli lOmployoi Inraviu toi 
Report--preferably in No-Carbon-KLH|uiro'i 
pads. See special note precedinq form* 


Student ^plication 


Si 70-75 


Print one-page application on one 8*3 by 11 
sheet 1 print four page questionnaire on two 
additional sheets^ front and back. 


Student EvaJLuation 
of Learning Site 


S:110-lll 


Pr i nt On 8^ by 1 1 pape r • If you wish the 
student and employer instructor to have 
copies of this fonn, consider printing in 
pads with carbon paper supplied or printing 
sets of three on No-Carbon^Required paper* 


.Studant Experience 
Record (two sides) 


5:102-104 


Print on Bh by 11 paper, front and back* 
See also special nqtm preceding form. 


Student Infonnation 
Card (two sides) 


Sil27-129 


Two origlnalE of each side are provided. 
Print front and back and cut sheets in half* 


Student Perfonnance 
Baview 


™— ..^-.^^ 

C 1 93-94 i 
S1II2-IIJ 


See note fcji student Evaluation of 
Learning Site. 


Student Profile 




H sL Ho" 1 1 nrtP^lf 
rCint sJn si mj a± ^^st^i . 


Student Trdnsportation 
Agf eement ^ 


Si 7R-79 


Print on BH by 11 papsr. 


Student Transportation 
Options 


3*80-81 


Print on BH by 11 paper. 


Student Transportation 
Route 


3s 84-85 


Print on Bh by 11 paper* front and back. 
(Vou only need this if you use a van or 
other program vehicle*) 


Transportation 
Reimbursement Request 


S186-87 


Two originals are providesf Print on one 
sheet and cut in half. 


Transportation Request 


Si82-B3 


"^o oriqinals are provided* Print on one 
sheet find cut in half. (Only needed if 
you have a program vehicle.) 


weekly Time Report 


S j90-91 


Two originals are provided. Print on one 
sheet and cut in half^ 


Zone Debriefing 


C:67-68i 
S1II6-II7 


Print on Bk by 11 paper. Since copies go 
to several people > consider printing in 
pads with carbon paper supplied or printing 
on No^Carbon-Hfiquired paper « j 





* Handbook rmferonae code $ C = Curriculum B In g truationf E = Emplomr/Cotmmnitg RusourceM / 
M ^ MAjMyemBnt s Or^anlzmtion ^ S - Studmnt Smi^jf^s^ . "S" refermiaes BHplmin haw form 
sr& fillmd out and how mmny are needed arid gi^ ^M^lmr^ of what they look like complotcd, 
RMIO 



ACCOUNTABILITY WRiTE-UP 



COFIIS TO 



Student Hamf . 

Data,____ 



EKPECTOD BEHAVIOR 



_^ laying law while in program 

Appropriate aonduct while 
rapresanting prpgram 

High lavel of cooparatiori with 
eaployera/staff/atudante 

_ Being edueitionally productive 

^_ istablisMjig zone planning 
stratagiea and goals 

Initiating/conpleting/e^Amitting 

projaats 

Seleoting a^loratione/leuning 
levals 



Eetabliehing aon^petanay target dates 

Maintaining ei^loyar site 

Turning in ooin^letad ea^loration 
package ' 

_^ Turning in tiaia slips on time 

Siting in/out appropriately 

Keeping appointments 

Following trmsportation agreements 

Showing oara for aquipment and 
facility 

_ _ Submitting journals ^ 



Program Administrator 

' Student Coordinator 
Student 
Parent 

ler 




COHERENCE 

Program Admni^trator 

Student Coordinatdr 
_ Employer Instruotor 

,^ Parent 

_ itoff 
CONSEQUENCES 
_ Make --Up work 

Monitoring system 
_ Contraots ^ 
_ Hepay inconvenienGe tiM 
_ Loss^ of lounge privilege 
_ Iioss of time credit 

Loss of projeot eredit 
^_ Loss of exploration credit 

Loss of employer site 

Probationary period 
^_ Suspension 

Dismssal from program 



GM4ENTS^ 



staff signature 



student signature 



COMPETENCIES RECORD 



The form given here differs from coitpetencies foms 
discussed elsewhere in the EBOE handbooks in that the names 
of individual oompetenaies have been deleted. ^ did this 
beeauae eaah program will determine its own conpetencies 
and set the nuntoers of certifiers neOTSsary to verify 
student perfomance in each competency. 

To use the form given here, assign each of your progr^'s 
competencies a fixed n»imber and fill in tlmt nmnbar on thp 
form* leaving space between each nra^r suff ic t to li 
all the certifiers required for that particui \r c.^mpetency . 
As students obtain certifier signatiires for various 
competencies (on a similar form in their tompetencies 
Workbook) , staff or clerical assistants can transfer 
certifier names # titles/positions and dates of certification 
onto the record fozin* 



COMPETENCIES RECORD 



Student 




^ COMP, 
NO. 


CERTIFIER'S NAm 


TITLE/POSXTION 


DATE 

























— — - 









_ . 








, 






— = — 












„^ ._ 








^ . . . - ^ ^ 
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COMPETENCIES RECORD (page two) 



COMP, 
1 NO. 


CERTIFIER ' S NAME 


TITLE /POSITION 


DATE 


^ : 


. - 






- • • ... 








— — 

























^ .^r: = =- . _ ^ . - ^. 

- = . 
















~ _ 
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ERIC 



EMPLOYER CARD 



Businass 



ins 



Add re 



is 



Contict Psrson 



Phone 



LEARNING SITE LSAF EMPLOYER INSTRUCTOR PHONE 



CONDITIONS AND COf^ENTS: 
Time Arrangement 



Clothing Rtqulrement 



Safety/Equipment 



Litter of Intent 
Indtrml ty 



NUMBERS OF STUDENTS 



Cmreer EKplorations 
learning Levmls 
O Building Levels 

ERIC 



W^ECDOTAL COMMENTS 



PMPLOYER CARD 




Business 


Phone 




Address 






Contact Person 


Phone 


— — ^ 


LEAPJ4ING SITE 


LSAF 


EMPLOYER INSTRUCTOR 


PHONE 






— — — — = ^ — — 








( - — - - - — 


— 



















CONDiiTIONS AND COmENTS:. 
Time Arrangement _ 



Clothing Requirement 



Safety/Equipment 



Letter of Intent 
Indeiijil ty 



NUMBERS OF STUDENTS 

Career Explorations _ 

Learning Levels . 

Skill Building LmvPls _ 
Special Placements ' 



ANECDOTAL COMMENTS 



312 



(Employsr Card, :<s Two) 
SITE yibiT RECORD 



DATE 


STUDENT 


PURPOSE 
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(Employer Card, Bide Two) 
SITE VISIT RECORD 





STUDENT 


PU^OSE 


















... 
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EMPLOYER INSTRUCTOR REPORT 



The Eif^loyar Instructor Report is a post card which should 
be padded with three qopies of the Student ^d Employer 
Instructor Contract fom (sea also the special note 
preceding toat-form)* ^e Eiflployer Instructor Report should 
be printed on post card weight paper with your program's 
address on the reverse side* Most myograph machines can 
print the fonn directly onto bli^ post cards obtained from 
the post office. Some machines ^ however, will not be ^le 
to handle sijigle card siEas, In that case you can get post 
cards that are "two-i^"--that is, two cards joined together 
by a perforated line. Almost all machines will handle that 
size p 

In the earner already originals supplied here we have set up 
the Eniployer Instructor Report with four copies on a single 
page* Your printer may choose to handla these originals 
differently, cut if you are printing them yourself you can 
print them several waysi 

1* on post card weight paper that will accommodate 
all foi:^, cutting them apart afterwards 

2, on post card v^ight paper or post cards obtained 
from the post office that will accommodate two 
copies (you can mask over the top two on the 
original) , tearing the two apart along the 
perforation after printing 

p 

3, on single post cards, masking over three of tlie 
four originals supplied here 

Note also that we have put ''cut marks" on the original* You 
can print these marks and use them to cut along afterwards. 
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EMPLOVER INSTRUCTOR REPORT 

Did the srucluni nuurt tfiu liours jfiii uppointnients ifivolved in this 
Cuntr.irl iwus the unerujuMCi: ^dtibUiciOf y ) r 

Student Name___ Yes □ No □ 

if nni whdt citiyis^ fiifj thu S!u<Jent niiss^ 

Comments. 



Date Employer Instructor 

EMPLOyER INSTRUCTOR REPORT 

Did the studunt niet/t thu hours Jnii tippom tmunts involved in this 
ContrdCt ("wvjs thM uffundjnrp sut isfactD^'y ) ^ 

Student Name = □ No □ 

If not. whdt dciyfs^ dici the student miss? 



Comments 



EMPLOYER INSTRUCTOR REPORT 

Did the studenr rneef the fu)urs dfui dppointments involved in this 
ctintrdci (wjs the dttundjnce Sdtisfuctory ) ^ 

Student Name _ _ _ Yes □ No □ 

not, whjt ddyfs) did the student miss? 

CofTiments; __ _ ' 

Date Empioyer Instructor 

EMPLOYER INSTRUCTOR REPORT 

Did the student meet the tiuufs dnd dppointments involved in this 
contract (was the Jtleruldnce satisfactory)? 

Student Name Yes □ No □ 

If not, what day(s) did the student missP 

Comments: ■ 

— — =3^! 



Date 



Employer Instructor 



mV EXPLORATION OFs 



Company or 
Business ^ 



Department 



fsnaoshoi taken at main entrance) 
(inc/ude company name if possib!ul 



type of job or business are you about 
to explore? 



BEFORE you explore the site, bised on 
information from CJ*S. or that you already 
possess, describe what areas of interest 
this exploration may hold for you. 



Address 



TelepHone 



(snapshot of employer instructor) 



Name 



Position 



AFTER completing your exploration, 
describe the job as you now understand it. 
Einphasize the areas you found most Inter- 
estmgi 



TELL IT WITH PIQURES OR WORDS 

^^Jt pietures in the boxes provided or write discripttons of services, products, equipmcint, 
^■c. thit you have seen. 

People at work > Services and/or products - Equipment, tools, facilities 



'If y(,ii ijkf^ ptctures, idtiiiltfy tiuijh photo if) the spcwB beltm 






ERIC 



A Match or Mismatch ? 



The following are characteristics that apply to most jobs. This activity will help you compare 
those characteristic^ with you- own skills, values ana aptitudes. 



ERIC 



BEFORE you explore the site, circle 

examples of your job interests. „ add others. 



WORKING WITH THINGS 

1. Preclsio:? work 

2. Operating equipment 

3. Handling materials 



WORKINCi ^ITH INFORMATION 

1. Interpreting facts 

2. Organizing and using information 

3. Copying, soilir^g, putting things 
together, hobbies 



RFTER completing your exploration, rofer 
to the left-hand column and describe specific 
examples of those interests as you see them 
applied at this job site. 



MATCH MY INTERESTS 



DONT 
MATCH MY INTERESTS 



WORKING WITH PEOPLE 

1. Counseling 

2. Disoussing, bargaining 

3. Teaching, supervising 

4. Selling, persuading 

5. Assisting 



Circle examptes of your aptitudes (things 
that come easily)... add others. 



1. Working with my fingers and hands 

2. Eye for accuracy and detail 

3. Ability with words 

4. Ability with numbers 

5. Catching on to things 



Describe specific examples of these aptitudes 
as you see them applied at this job site. 



MATCH MY APTITUDES 



DON*T 
MATCH MY ArTITUDES 



AFTER 

ni I mW% exp ^ring the site, circle 
M^^i^ of jdb skills that apply*. .add 
others. 



List skills needed on the job that: 
YOU ALREADY HAVE YOU NEED TO DEVELOP 



tVpinQ 

transcribing 

fllfng 

writing 

speaking 

organizing 

welding 

woodworking 

metal working 

operating equipment 

driving 

selling 



painting 

CMking 

photography 

designing 

drawing 

m^suring 

analyzing 



Circle e/iartiples of physical requirements 
of job... add others. 



height 
weight 

adequate vision 

ability to distinguish 
colors 



special voice qualities 
special appearance 
standing long periods 
weather conditions 



physical strength 

aliergles 

stooping 

sitting long pR^lods 
driving obility 



to.* . 



List things atout the job that: 



MATCH YOUR 
PHYSICAL ABILITIES 



DON'T MATCH YOUR 
PHYSICAL ABILITIES 




ERLC 



Describe experiences and people that wa-e the most helpful to you during this exploration. 



What recofmiendatlons would you rmike to mher students exploring this site? 



M2. 



1 



Following are examples of values or principles that might either conflict with reauirerrents of a 
job or that might make a job especially desirable. Write one or two statements about this job 
site summing up your reaction to it based on thesn kinds of values. 



EXAMPLES OF VALUES OR PRINCIPLES: 

1. Personal values 
•independence 
•environment 

• ioyaity 

•happiness and self-satisfaction 

• leadership 

•appearance and grooming 

2. Social values 

• human rights 

• group rights 
•equal opportunities 

• environmental issues 

3. Politicil values 

• military aid and/or obligations 



• federal monies and/or regulations 

• politicsl party affiliation and/ or 
contributions 

4. iVork values 
•job security 

• wages & benefits 

• competition 

• advancement 

• status 

5. Religious convictions 

• times for worship 

• traditions of your religion, 
including holidays and/or special 
observances 



Look at your lists now and from your answers decide which of the statements below best 
fits how you feel (check one) 

rn I do nut want to explore this kind of job further. 

|~] I want to explore this kind of job further, but on another site. 

j~l I would like a learning level experience on this site, 

□ 

I would like a learning level eKperience with this kind of job, but on another site. 

[ I I WQuld like a skill building level experience on this site. 

n I do not want to explore this kind of job right now, but I may want another look in 
the future. 



COmmENT PAGE 



STUDENT 

SITE__ 
DATE 



EMPLOYER INSTRUCTOh: 



EMPLOYER RELATIONS SPECIALISTS. 



LEARNING SITE ANALYSIS FORM 

V. 

TO print and assemble thia form you should first look at completa 
exanples o£ the fom which appear on pages 597^616 of Curriculum & 
Instruction and on pages 283-296 of Employer/CQngnimity Rasourceg , 
The Tigard EBCE progran uses the following printing/assen^ly pattern 
for the Learning Site Analysis Form (LSW) i 

Page 1 " title page; printed on slightly heavier stock 
than rest of LSAF 

Page 2 ~ blank (reverse of title page) 
Page 3 — "SpeGial Conditions" page 

Page 4 — "Reading Materials Check List" (reverse of "Special 
Conditions" page) 

Page 5 — "Life Skills PerformMce Tasks" page 

Page 6 — blank (reverse side of "Life Skills Performnce Tasks"); 

staff use this extra space for additional notes taken 
during the LSAF interview 

Page 7 "Oie Words" page ^ 

Page 8 — first portion of the "Major Task" pages (reverse 
side of "Cue Words") \ 

Page 9 second portion of "Major Task" pages (with colunms 

entitled^ "Ctonmiuiications ^ " "Specific Job Skills," "Life 
Skills Applications"); when assen^led^ it is import^t 
thmt the first portion of the "Major Task" pages (page 8) 
faces the second portion (page 9) so that staff can fill 
out the pages from left to right across the two sheets 
of paper 



Page 


10 


~ repeat 


first portion of 


"Major Task" 


pages 


Page 


11 


repeat 


second portion of 


/'Major Task 


" pages 


Page 


12 


— repeat 


first portion of 


"Major Task" 


pages 


Page 


13 


repeat 


second portion of 


"Major Task 


" pagfis 


Page 


14 


— repeat 


first portion of 


"Major Task" 


pages 


Page 


15 


repeat 


second portion of 


"Major Task' 


" pages 


Page 


16 


— "Tools, 
side of 


Materials • , . " 
last portion of ' 


page (printed on revi 
"Major Task" pages) 



PLEASE NOTE:^ We Supply orfly a single camera-ready copy of each of the 
t^o "Major Task" pages* At least four or five sets of these pages 
should be printed and assembled for each LSAF to allow room to 
describe all the job tasks a site might offer. 




experience-based 
career education 

LEARNING SITE 
RNRLYSIS FORm 

/ 




f 



BUSINESS/INDUSTRY 



DEPARTMENT/POSITION 



ADDRESS/PHONi 



EMPLOVER INSTRUCTOR 



EMPLOYER RELATIONS SPECIALIST 



DATE 




ERIC 



SPECIAL CONDITIONS 



Physical Requ^'rements 

PlBasm aheck or enter descriptions of those reguiremonts that apply to 
the si te i 

Hea^^ liftin g 

C arrying ' 

S t pop i^n g _ _ _ 

S tanding long periods 

Sitting long periods - 

^Special voice qualities . ^ 

^Tolerance for noise 

S pecial appearance 

T olerance for odors V 

. Driving ability 

PleasQ list any other special physical rmquirBnmntB ^^^^ 

_ ^ \ 

Clothing^ Equipment Requirements 

Driver* s l£*cense H ard hat C overalls R ainy foul weatJier gear 

U nifor m 

O mE R 

Safety Conditions 

Please describe special safety restraints or conditions as designated by 
the employer instruator or contracts and agreements ^ 



READING miERIALS CHECK LIST 



Which of these are available to students at your site? 



□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 



Job application fomm \ 
Notices amd signs on job site 
ForM (order forms, invoices) 
Catalogues 

irodiures or printed adwrtislng 

Manuals and written instructions 

Schedules or lists 

Account statements 

Letters^ meinos^ notes (a sanpling) 

teportS/ pM^phlets, or articles in piijlication 

Telephone lists or lists of extensions 

Address lists 

Labels or writing on packages 
Union or L^or Force contracts 
Personnel tests regularly admnistered 
Any other specific work-related materials 
List others 



Using the list above a reference, smlect three pieces of written 
mterial you feel must be read in order to do the job BatiB factor ily . 



i 



LIFE SKILLS PERFOfa^CE TASKS 



''iWiB WHICH OF THE FOLLOWINa TASKS WOULP YOU BE ABLE TO HELP STUDENT? 

Critical Thinking 

Answer questions about your involveraent with EBCE. 

Review a project written by a student that involves your place of business. 
Functional Citiisnship 

rn Answer questions about the ways in which various aspects of democracy impact 
your place of business i for instance^ what role do employees play' in your 
organization's decision miJcinf process? 

Answer questions about business ta^es that impact your place of business; 
for instance, how does the tax work* how is it collected and computed, what 
exemptions are allowed, who regulates the tax and what are the penalties 
for infraction? * i 

Answer questions about codes that impact your business and employees and 
give your opinions about the relative merits of those codes. 



□ 



|~J Help the student apply the five^step scientific methodi (1) observe a 

problem or process? [2) look for patterns and correlations; (3) formulate a 

theory or hypothesis; (4) use the hypothesis to make a prediction; and 

(5) test . the theory or hypothesis as it might impace your place of business^ 



Critique the student's reconinendations , 

Help stude 
your site. 



[ j Help students ■^dentify cause and effect relationships and situations it 



Personal/Social Development 

[~ ^ Help a student , identify and analyze a behavior he or she possesses that 
needs to be strengthened or eliminated. 

Allow a student to analyze a conversation in which you are involved* (To do 
this a student will try to interpret non-verbal clues such as tone of voice # 
facial .expression, body movements, etc, in an effort to understand how tiie 
speaker feels*) 

Critique a student's observatioris * j 

r 1 Discuss the manner in which mala/female roles affect types of jobs, advancement 
and availability within your place of business. 

Creative Development 

Help a student understand creativity\ not just* as es^ressed in painting, music, 
or crafts^ but aa a process related to all aspects of lifei 

Allow the student to photograph cWative products or methode 



a 

at your bi^ine^ss. 



□ 



b. Help the student identify creative businesg methods or operations. 
Critique a student's suggestion of an altarnative to prpcedures or products. 



9 s .-. 



CUE WORDS 



Thm following list of cue words can be used as prompts to help mmploymr 
instructors Bpeaify the klndm of nativities that are suitable for 
students learning on their sites. 



READING 

Identify 

Interpret 

Skim 

Understand 



COMmmiCA TIONS 



MATH 



Coriipose 

Copy 

Dascriba 

Direct 

Discuss 

Edit 

Enunciate 

Flexible VocijDulary 

Inform 

Instruct 

Interview 

Listen 

Paraphrase 

Persuade 

Record 

SLumnariie 

Transcribe 



Add 

Balance 

Calculate 

Calibrate 

Centigrade 

Count 

Dacimals 

Degree of Angle 

Degrees of Heat 

Divide 

Estimate 

Fahrenheit 

Formulas 

Fractions 



Measure 
Multiply 
Percent 
Ratios 
Sifc tract 
Use Money 



SPECIFIC JOB SKILLS LIFE SKI LIS APPLICATION 



A^inister 


Develop 


Mark 


Analyze 


Adjust 


Diagnose 


^temorize 


Chart 


Advise 


Discriminate 


Mix 


Conprehend 


Alphabetize 


Draw 


Nail 


Create 


Analyze 


Drill 


Post 


Enpathize 


Appraise 


Drive 


Reason 


Generalize 


Arrange 


EMmine 


Repair 


Negotiate . 


Assemble 


EKcavate 


Replace 


Observe | 


Bore 


Es^eriment 


Score 


Perceive I 


Build 


Fabricate 


Serve 


Realize j 


CI ass if y 


File 


Service 


Relate 


Clean 


Finish 


Setup 


Resolve 


Compare 


Install 


Solder 


Solve 


Compile 


Investigate 


Sort 


Synthesize 


Control 


Layout 


Spray 


Translate 


Coordina te 


Locate 


Test 
Type 


Use Statistics 


Design 


Lubricate 




Detect 


Manipulate 


Weld 





MAJOR rASK 



(Check boic for 
Studtnt Participatiw) 


MATH 


(How well) 


READING 


(How wtll) 


□ 


Appiled: 
Fundamental: 




Applied: 
Fundamental: 




□ 


Applied: 




Applied: 

-) 






Fundafnehtai: 




Fundamental: 






Appi led: 




Applied: 






Fundamental: 




Fundamental: 




□ 


Applied: 
Fundamental, 




Applied: 
Fundamental: 




□ 


Applied! 


— — ^ 


Applied: 





ERIC 



0 



c&mmiCATiam 

(How well) 


SPECIFIC JOB SKILU 


LIFE SKILL APPLICATION 


Applied: 
Fundamental: 






Applied: 






Applied: 
Fundaniental: 






Applied: 







Fundamental 



Applied: 



TOOLS, MATERIALS AND LEARNING RESOURCES 
AVAILABLE FOR STUDENT USE AT THE SITE 



Tools unique to this job; 



I 



Special classes the student might ba able to taki 



Work samples and materials j 



Haavy aqulpntent^ 



Office machines (typawritera, Galculators , adding machines, etc. 



Audiovisual materials (filM, tapen, slides, vidaD tapes) and equipmant 
(projactprs, racordars, camaras) tte student might usai 



Precision ins tri^ients i 



LWRNING SITE UTILIZATION 

Student " . ERS 

^^'te . Department 



data initlmtmd date mtartmd dmtm gompl&tmd 



EVENT& , 


MTES 


Learning site analysis cpmplatad 




Learning objectives written 




v&riflmd' by IT 



Projaet nagotiated 
(Btudent/LM) 



Projact negotiation ratified 
(studmht/employer Instruator) 



Student PerforMnee Baview 

(by employer InBtruator) \ 



Student Evaluation ot Learning 
Site (by student) 



Skill DevelopMnt Reeord 
(employer inBtruator/LM) 



Projeet cOTipietion oertifiGd 
(employer Instruai^r/LM) 



Final Student Perforinanca Review 
(employer instruator) 



Pinal Student Ivaluation of 
Learning Site (by student) 



Emt Interview (stiidBnt/&mployer 
InBtruator/BjRB) 



LEARNING STYLE SELF-ASSESSMENT 



Learning Managfr/Student Intifviiw 

Eithmr fill in or put m chBak mmrk by thm mnmwmr or smmwQrm below that best 
deBaribe you mnd your nemdB (aheak ms rmiy reBponBes as you wiBh) , m&n you are 
done, talk your responses ovmr with your learning mmnager^ 

In what physical situations do you Itarn best? 

quiet place 

noiey placm 

smll diaGUSiiona 

/ large group disauagions 



What art your favorite subjects? Why? 



alone 
laature 

individual conferancas 
other 



What turns you on to learning? If you could choose ways to learn, which would 
you choose and what kinds of materials would you like to use? 



WAYS 

projeata 

witten assignments 

raading and answering questions 

group discussiona 

interviews 

obsa rvations 

resaarah 

attending olasgas 
'*hmds on" aativitles 
otoar 



MATERIALS 

tape rasorders 
videotape 
typewritar 
pan and paper 

mass madia activities (oollages* 

aartoons^ ate,) 

library resoiiraes (books, 

magazinas^ atg,) 

other 



When given an assignment can you work alone, or do you like saneone to 
check in with you now and again? 

nead to have directions e^^slainad more than once or twice 

mostly salf^direotad but also like to check in with someone now and again 

need to ^ told mora t^n once to start a task and to coffplata it 

self-diractad and rasponsibla anough to indapendantly conplete assignment 

Car? you complete an asslgninent within -a reasonable amount of time? 

takas me longer than it should to conplete assigrunants 

feel frustrated when I can't complete a task and just give up 

can easily finish a task in time 

often need to be reminded ^out deadlinas 



Ltarnlng Style Self-Assessmint Inttfyiew (aontimmd} 



What ari the hardest things for you to do in school? 



taka tests 

read 

math 

dp homework 

lit and listen to teaehar 



follow the rules 
attend class 
meet deadlines 
otter 



What do you think you need the most work In right now? 



listening to and following 
direotions 

iBidarstanding what is ejected 

of me 

gatting along with paopla 

a^ressing myself 
participating in discussions 

dealing positiTOly with conflict 



writing 

spelling 

mathematics 

reading 

nothing 

other 



How can the EBCE staff help? 



Other comniints about yourself; and your learning style 



student 



l^&rnlng M&nager 



Dntm 



# 



LIFE SKILLS PROJECT RECORD 



student 



LIFE SKILL 


PROJECT TITLE 


STARTED 


COMPMITSD 


Creative 
Development 


























Critical 
Blinking 


/ 






/ 

h — ~ = . . _ . _ _ ^ : ■■■ - - 






/ 

- - ■ - - - ._ ■ /-^--- _ _ ^ 






/ . ■ ■ 






Function ai 
CitiEanship 


7 






/ 
/ 

/ ^ 


















Fersonai/3ocial 
Devalopjr^ant 


























/ 

Science 




C — • ^ 



























ERIC 



u -JO 



.HAINTENANCE VISIT RECORD FORM 



S 1 te* 

Err^loyer Instructor 



Date 

Student** 



IWEDIATE' CONCERNS 

^ Sah&dule vfrlancB ^Attitude ^ Other (specify) 



LEARNING PROGRESS/NEEDu 

Basic Skills : 



1 



Activities completed 
Nun^ez remaining 



Job Skills: 



ADDITIONAL COMMENTS 



r 



*Sit& st&tus! j— j LSAF L&^rning j~] Project 

complet&d objectives I I written 

priori ti zed 



I LSAF Learning [ — n 
Qomplet&d l»J objectives I I 



»*Type ot site use Q Career Bxplorations Q Learning level 

Q Skill buildi ng level Q Special placenmnt 

ERIC 



MAINTENANCE VISIT RECORD FORM 



Site* 



Date 



Employer Instructor _ Student** 



IMMEDIATE CONCERNS 

□ schedule □ AttendmwB Q Attitude Q other (specii 



LEARNING PROGRESS/NEEDS 
Basic Skills ; 

Project Status^ start 



end 



AativitiBs completed 
Nu/nfaer remaining 



Job Skills^ 



ADDITIONAL COMMENTS 



*Site statusi^ USAF j— i Learning I — | Projoat 

LJ cornpl&ted LJ objectives L I written 

priori ti zed 



**Type of Site use.- Q Caiegr a jf^i orations □ Leaning level 

□ Skill bidlding level Q Special piscemni 



PROJECT EVALUATION 



Student 



Project Titla= 



Life Skill Area 
Site 



Completion Date, 



PROJECT EVALUATION 



lECOMfdENDATlONS 



Employar Instructor. 
. Renagotiated Dat^ _ . 




EKLC 



(Im&rning mmnmgez) 



PROJECT EVALUATION ( INDIVIDUAL ACTIVITIES) 



ACTIVITY 
NUMBER 



EVALUATION 




PROJECT FORf^ 



To assemble th^s fonn you should look at a complete exainple 
of it in Curriculum & In struction , pages 621-^627. You will 
need at least ten assen^led sets of this form for each 
studentxeach year, toe set consists of a title page and 
five to ieven activity pages, Th& title page shoul J be 
printed on\the front side of the first sheet of the form; 
activity pages should be printed on the rev^^rse side\of 
that sheet and on the fronts anrJ. backs of at least two more 
sheets. You should also print extra activity sheets (front 
and back) for use by students whose projects involve more 
than five activities, 'Vhm easiest way to handle the 
assembly of this form is 

1. print enough title pages (with activity page on 
reverse side) to yield tv^lve to fifteen times 
the nmiiber of students you have in the program 
for one year 

\ ... ' 

2. print the activity ^age by itself on the fronts 
and backs of enough sheets to yield about fifty 
times the nianber of students you have in the 
program 

3* store them separately and have staff and students 
assemble their ovm as they need them 



PROJT^T FORM 

STUDENT NAME 



LIFE SKILLS AREA: 



EMPLOYER INSTRUCTQ5 



LEARNING MANAGER RATIONALE/ASSESS^ENT.• 



STUDENT RATIONALE: 



PROJECT EVALUATION: 



RECOMMENDATIONS: 



ERIC ' ^ 



PROJECT TITLE 

EMPLOYER SITE 

STARTING DATE 

TARGET DATE 

DATE RF'^^jy£0 ^ 

ER3 CERTIFICATION 

Ur-ICAL THINKING 
WP^P-UP COMPLETE _ 

COMPLETION DATE 



t 



Project Form 



ACTIVI 




EVALUATION 



OURCES 



PRODUCTS/CRITERIA 

Unless otherwise specified, products and 

criteria, will be nmgotiaten with staff 





SIGN IN/OUT SHEET 
Wee;<; of Student 





Monday 


Tuesday 


WBdnBSday 




F ri day 




In 


Activity 


Out 


In 


Activity 


Out 


In 


Activity 


Out 


In 


Activity 


T 

Out 


. In 


Activity 


Out 


Activity 
































81OO 
9i00 
































9i00 
lOiOO 
































lOiOO 
































Hi 00 

12 s 00 
































I21OO 
liOO 




- " — - 
















1 












1:00 
2iOO 
































2^00 
3iOO 
































3iOO 
4iOO 


I 






























4100 
1 SiOO 






















1 

1 

! 

j . 









SKILL DEVELOPMENT RECORD 



Site 



your EI to take a few minutes to discuss with 
you the skills you will be acquiring at the site. -. 
List them here and note target dates for aompletian. 

Ask your EX how well you should be able to do each 
task. For examples 

A. Number of units per (hours, day , minute) 

P&ra&nt of acauraau required 
C. Able to initiate £ d aomplete without 
supervision 



J, Have your ET note the extent of your 
parti cipa tion ; 

A. you have observed the task 



You have practiced the task 
You have acquired the task 



When you think you aan do a task as well as 
your EI says you should r have him/her check 
you on the task and fill in the last two 
col uTms * 



TMKS/SKILLS 



EXTENT OF PARTICIPATION 



TARGET DATE 



COMPLETED 



EI INITIAL 



ERIC 



skill Dev&lopmnt Mcordf Side 2Vo 



TASKS/SKILLS 


EXTENT OF PARTICIPATION 


TARGET DATE 


i 

COMPLETED 


EI INITIAL 
















































































































— 












■ 






— 



STUDENT AND EMPLOYER INSTRUCTOR CONTRACT 



Three copies of this form should be padded togsther w:.t * a 
copy of the Employer Instructor Raport post card (sea .also 
special note preMding that form). Idaally? the Stuclf^nt: 
and Employer Instructor Contract should be printed or 
No-Carbon-Required (NCR) paper to facilitate studfant and 
staff use* If your school •g printing equipment cimnij: 
handle NCR paper and you cannot afford to have thiLs icriri 
printed consnercially , you can use carbon paper or ask ataf 
and students to fill out each of the three copif?s separate 
by hand. The form is brief and this need not tai too =;reat 
an inconvenience . 

In the camera^ready originals , we have set up tha ^n^ia so 
it appears three times on a single sheet. Your pritj^.^r 
may choose to handle the original differently, but ]J you 
are printing it yourself you can print it "three-up" on 
stmdard 8^ by 11 paper and cut the forms apart afteCTi/ards 



/ 



STUDENT AND EMPLOYER INS* JCTOR CONTRACT 



NAME 

SITE _ 



DEPT 



EMPLOVER INSTRUCrOK 
FIRST APPOINTMENT 



LJCAREER EXPLORATiON 
□ LEARNiNG LEVEL 




if lT\&Tti are tiny negotjated t;hfinye?^ m thsu CGntrJgl, ngfffy yDUi fcRS 



STUDENT AND EMPLOYER INSTRUCTOR CONTRACT 



NAME 

SITE „ 



EMPLOVER INSTRUCTOR 
FIRST APPOINTMENT 



WEFK (if 



DEPT 



ucareer ekploration 
□ learning level 



.J 



£MPLQVtH )NSrRl)c:TnR HiGNAruRt STUDENT SKiNATURE 

If therm 3r8 ai«v negntisted chanyiJS .n ?h?s contracti notify youf eRS 



STUDENT AND EMPLOYER INSTRUCTOR CONTRACT 



NAME 
SITE _ 



DPPT 



fMPLOYER IMSTRUCTOR 
FIRST APPQiNTMENT 



□ career EXPLORATION 

=~ □learn ' ■ ' 



WF f K i n 



fMPLOYER \mrmiCTm $)V>NMmt SlUDC^NT'-SiGNATURL 
If there are ar^y negotiated changes m this contfaci, notify your IRS 



STUDENT APPLICATION 



student ^ . __. Daze 



Age _. Data of BirUi Sax Grade Level 

High School Counselor 



Address — Telephone 

street 



city state 

In Ernergency, Contact __. Telaphone 

Parent (s) or Guardiian f a) 



Zip 



'Parent(s)'s or Guardian (s) 's Occupation (s) 



Describu in a paragraph your reasons for wishing to be in EBCE : 



PARENT PERMISSION 

Date 

I have discussed thu EBCT program with =„_^^=__=____„,= 
and grant perniission for his/her full participation in EBCE. 



slgnatUTB 



student Questionnai re 



Pieasfe? '^heck th^ answors chat describe you, or writ^ in rcsponsQ^ wn^n 
asked to do so. 



1, Have you ever wc ked for pay outside of your homG pti a rosjular l)asi 
(If no. Ignore questions 2 and 3 and -jo dirt^ctly to question 4, ) 

1. If you answered yes to question 1, what types of work do you do now 
have you done in the past? 



J. What has beon your moat important ruaaon tor working? 



To help support my family 
2^ O To earn money for my expenses or for things I want to buy 
3..--^ I I To gain work eKperience 

4. Other reason fspecifu) _^ 



4= What do you expect to be doing one year after completing high school 
(chGck on& or more answers) 

1. Q Working full-time 

2. Q Entering an apprenticef^hip .r on-the-job training program 
3* Going into rr- ^ :Tiili ...^ .viue or to a service aradoniy 
4* Q Attending a vocj L^: nical, trade or business school 
5^ ^] Attending a jurn or community college 

6. Q Attending a four-y^^ar college or university 

7. Q Working part-- time 

a. Q Other (travel, take a break) 

I have no idea whtit ' m ' ^ be doing 



How far do you plan to pursue your forml educ ion"/ 



Do not plan to finish hiqh tr jhool 
QHi^h school graduate 

j [High school plus one or two years of collyye/ conimunity 
^ — ' eollega or special training 

j I High school plus^ three or more years of college # community 
* college or special training 

n Four^year college graduate 

Graduate or professional training beyond college 

List two j ob s y o u f e e 1 y o u might 1 i k e t o hold aft o r co m u I *z ting y o u r 
education. Be as specific as possible (for example, say ''a mechanical 
draftsman" rather than "working at National Engineering") . 



What are the occupations of your father and mother? 

Father*s occupation - = 

Motiier's occupation =_„ 



What high school activi: (suja as choir or basketball team) did you 
participate in the year before entering EBCE? Write "none" if you did 
not participate in any. If you participated in sports^ li^t the actual 
names of the sports . 



1. 
2. 

3. 

4. 

5. 

6. 



What specific high school activities, if any, do you plan to participate 
in this year? 



During the year before entering EECE , what community organizations 
(such as the YMCA or girl scouts) did you participate in? Write 
"none" if you did not participate in any. 



List your hobbies or recroational activities. 



Approximately ncjw many pamphlets, brochuros , manuals^ or magazine 
articles did you read tlus past school year? 



K Q None 
2. □ 1 to B 

Aro you: 



1 . 



ts to 10 

□ 11 to 2C 



5, 



21 to 30 



^More than 30 



I I l^ito 
rn Black 

rn orif 

I I Spanish Descent (Chicano, 
Puerto Rican anU bo forth) 



Q Native Amoricsr Indie 
[~j Native Alaskan 
Qotiier ^specify) 



it Uie hiyn 



i of rormal education your fathei: has completed? 



1 . 

3, 
4 , 



7. 

9 . 



I i None 

n Hjementary school 
Some high schoo] 
High school graduate 



Li Some po: rsecondary (tor example, some coUoq( 
busin^--^^ schools trade or technical »:.Lhool) 

Pi College graduate (four-year degree) 

Soim graduate work 

n Advanced degree (specify) , . 

Q Do not know 



w J 



Wnat is the highest level of formal education your motxi^r has jompletod? 



3, 
4. 
5. 

7. 



n Elomuntary school 

n - f^e high school 

[ i Flign school graduate 

03 Some postsecondary (for example, some college ^ junior col lege, 
business school, trade or technical school) 

I I College graduate (four^year doqree) 

[J Some graduate work 

[~| Advanced degrutj (specify) 

Q Do not know 



- irt.u; was ear-h k>i the i ilowjng fac 

jLCalr on^ numbur for each qutystion.^ 



1. I wanted more f rnudom/indepenvi-acti 

2. I wanfied to choose my own learning 
.ityle 

1. r wanted to learn af>out careers 
4. I did not like my previous Bchv 1 
L wanted to pre^'are for a job 

6. r was bored with school 

7. i noard the tlBCh: program is easy 

8 . Other (specify).. 



] deci M ng to join EBCK 



No t 

ortant 



importMnt 



5 
5 
5 
5 
5 
5 



'JO 



J 



STUDENT EVALUATION OF LEARNING SITE 



Student - _ 
Employer Instructor, 
site _ 



Date 



Learning Level 



Skill Building Le 



val □ 



0 



EI DEMONSTRATES AN UNDERSTANDING OF HIS/HEH ROLE BY t 






/ ^ 


r 


Providing orientation to the company 








Making introductions tg other paople 








Orienting to facilities 








Clarifying ^expectations of dress/groominq 










Defining rules ^.nd punctuality 











"omrnon t 



EI PROVIDES A PRODUCTIVE LEARNING EWIRONMENT BYi 




Boing interested in development of student and program 








Being willing to take time to help 








Encouraging independent work on assigned tasks 










Understanding why student is there 








Giving feedback on performance 








Encouraging new and meaningful experiences 










Supplying company inf onnation and materials 









Comment 



A?Z YOU: 




Satisfied with your present learning site? 








Gaining valuable learning experiences? 








Clear on 


your performance review? 









comnan c 



ADDITIChML COMMENTS: 



signed 



ERIC 



STUDENT EXPERIENCE RECORD 



Th€ front side of the form appearing hera is a revised 
vexsion of the form displayed in "Student tecords," Stud ent 
Service a, pages 103^104, We have changed the layout To 
make it easier to complete and interpret. We have also 
laft the zone requirements portion blank. Different programs 
can type in their own requirements, depending on decisions 
made about lengths of action zones and program expectations. 

More recently^ the Tigard EBCT staff has begun to use the 
Zone Debriefing form (also given with these camera--ready 
forms) as a cumulative record of student progress over each 
zone. Thm attendance grid xs the only part of the front 
side of the Student Experience Record that is still used. 

The reverse side of tliis form continues to be used at Tigard 
to gather smnmativa written comirants from staff and for 
showing those comments to parents during reporting periods. 

Print enough of these forms to record each student's progress 
over as many action zones as you choose for your school year. 



\ 



STUDENT EXPERIENCE RECORD 



student 

Sona 



Dates 



Zone Requirements 



ERIC 



Key 



prasant 
absent 
holiday 
Gomplete 
inGompla te 
lata \ 



DATOS 



Zam TOTAL 



TOTto TO DATE 



Projects 



LIFE. SKILLS 


COMPIMTE 


TO DATE 


Creative Development 






teitical Thinking 






Functional Citizenship 






Personal/ Social Davelopmmt 






Science 






Learning Activities 




A 



M Tu 



W Th F 



STUDENT E)^ERiENCE imCORD (PAge Two) 



BASIC SKILM 






4. 


1 









LEARNING MMJACTR COMffiNTS' 



Signed 

EMPLOYER RELATIONS SPECiALIST CDHBffiNTS 



J ^ signed — _^ _ 

OTHER ST^P COKMENTS 



Signed \— - . ^ 

(detmch mid return} 



PjyRENT COItffiNTC 



Signed _ 



student 



Home Phone 



Address ^ 

Iroergency Phone New □ ^ Returning □ 

TmNSPORTATION AGREEMENT Q p^te 

D Driver's License □ Metropolitan Bus 

□ Per sonal Auto D Ptoaram Vehicle 

□ Student Car Pool ^ □ Volunteer Adult 

□ Employer Vehicle □ Other 
COMMENTS: 



EXPLORATIONS 



Student 
Address 



Home Phone 



Emergency Phone 



TRANSPORTATION AGmEMENT 

n Driver's License 
D fersonal Auto 

□ Student Car Pool 

□ Employer Vehicle 
COMmNTSi / 



New □ Returning □ 

I ■ ^ - 

N _ 

Q Date 



□ Metropolitan Bus 

□ Program Vehicle 

□ Volunteer Adult 

□ Other 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 



■ EXPWRATIONS 



Si te 


Da 

S 


tes 
C 


Package 
Completmd 


Employer 
Instruator 



















































































s 

T 
U 
D 
E 
N 
T 

I 
N 
F 
0 
R 
M 
A 
T 
I 
0 
N 



L# w* U 



LEARNING LEVEL 



Site 


Start 


End 


LSAF 


EI 
Eval . 


Student 
Eval . 


'Skill 
Dev. 


PrQj&Ct 


1. 
















2, 
















3. 
















4. 
















5. 
















6. 

















COMMENTS; 



LEARNING LEVEL 



Site 


Start 


End 


LSAF 


EI 
Eval * 


Student 
Eval • 


Skill 
Dev, 


Project 
















































/ 
















/ 
















\/ 



















COMMENTS! 

o 

ERIC 



STUDENT PERFORMANCE REVIEW 



student 



Date 



Employer Instructor 
Site 



Learning Lave] 



Skill Building Level Q 



ATTENDANCE/PUNCTUALITY 



Report s to employer site on time 



Adheres to established schedule 



ConmtBn t ^ 




ATTITUDE 


Underatands and accepts responsibility 














Observes employer ' s rules 














Shows, interest and enthusiasm 














Courteous, cooperative 














Good team worker 














Judgment 














Poise ^ self-confidence 














Demonstrates appropriate dress/grooming 














Concerned for equipment/property 











Conumn t : 



LEARNING PROCESS 




Uses initiative, seeks opportunities to learn 














Laarning growth 














Quality of assigned projects 














Asks questions of appropriate person 














Uses employer site learning resources 















PERFORMANCE , , 


Begins assigned tasks promptly 














Seeks feedback concerning performance 














Accepts feedback information 














Uses criticism constructively 














CQmpletes tasks assigned 














Progressively requires less supervision 















ADDITIONAL COMMENTS i 



3'Jo.. 



STUDENT PROFILE 

Student 



CAREER ASSESSMENT: Employer Relations Specialist 

Date ^ 

Interest Tests: 



I 



BASIC SKILLS ASSESSMENT: Student Coordinator 
Date ' 

Test Results and Interpretation • 

\ 

\ 



/ 



LIFE SKlLiS/LEARNING nTYLE ASSESSMENT; Learning Manager/Student 
Date 



STUDENT TRANSPORTATION AGREEMENT 



It oiir tindarstanding tha^ • ^ given our 

permssion to partisipate in Ei^rienGe--Based Career IducadTon, will be 
ffioving an»ng vario^ learning sites in the coiraniinity. He/she has our 
permiasion to drive or to travel only by toe meana of transportation decked 
below I \ 



I 1 Metropolitwi bW systems 

f~j Peraonal or fradly auto 

[^J Student car pool 

[ ] Prograin vehlole 



Volimteer adult driver 
School district bus 



I Employer vehicle 
I I Other (specify)— 



Any other mei^s of travel, such as hitGhhiking, is without the sanation of 
the EBCT program, and the student assumea all risk* 



Date. 



si gned i 



Father 



Mother 



Studmnt 



^e program carries prima^ Utility inaitt^mce on tiie EBCT vehicle to 
cover bodily injury and property dajnagei secondary liability Insurance 
covers bodily inji^y and property danage that My be incurred by students 
trmaported or driving in other vehicles* ^ . f 

Staff will be advised of the means of tr^isportatioii approved by the 
parents of mid will not Joibwledgeably cause ; him/ 

her to be trmsported by any other means. ^ - i 

nMi-m signed: \ 

[ ^ Program Administrator 



STUDENT TRANSPORTATION OPTIONS 




STUDENT TRANSPORTATION ROUTE 

I Da te . 

PICK UP DELIVER 



Studint 


Place 


Time 


Student 


Place 






AM 




















































































































k 
















— 




























PM 


t — , 


















































































































t 





















ERIC 



TRANSPORTATION REIMBURSEMENT REQUEST 



student 



Date 


Destination 


Rate 


Miles 


Amount 


Verified 




— _ — „ 


















— - 

-. — - . 




— - 








_ 


— — — H 


— — -— - — — — — ^ 


























































TOTMi 









TRANSPORTATION REIMBURSEMENT REQUEST 



Stude. t _ 



ERIC 



Date 


Destination 


Rati 


Miles 


Amount 


Verified 












' 1 






































\ 




































\ 














TOTAL 









TRANSPORTATION REQUESl 



(This request must be turnBd in by 2^30 p^m. af the day heiore the first 
scheduled run,} 



Studen t ______ _ 

DESTINATION; From^ 



To 



DAYS: 



Yes 



Time 



No 



Time. 



IMPORTANT? If you are not returning in the vmn^ please explain under 
COMMENTS. 



^tonday 
Tuesday 
Wednesday 
Thursday 
Fridav 



DATES s From. 
COMMENTS t 



To. 



TRANSPORTATION REQUEST 



(This request muBt be turned in by 2:30 p. in, of the day before the first 
^schedul^d run.) ' 



Student , 



DESTINATION; From 
Time^ 

RETURN^ 

Yes 



Date of Request. 
To 



Time 



No 



Time, 



IMPORTMiT; If you are not returning in the vant please explain under 
COMMENTS, 



DAYS I 



Monday 
Tuesday .. 



DAraSi From. 
COJ^NTSi ' 



To^ 



Studant 



Week of 

EI 



Department . 



Es^loration 
* Learning 



Skill Building 
Special Placement 



TIME 





FROM 


TO 


HOURS 


Monday 








Tuaiday 








Wednesday 








Thursday 








Friday 








TO* AL 





Each day must be filled in. 

Turn this slip in to your EES eaah Friday* 

Verif ied by 



er|c 



(employer instructor) 



'4Ub 



WEEKLY TIME REPOl 



Student 
Week, of 

Site 

EI 



Exploration 
Learning 



Departinent 



Skili Building 
Special Placement 



J 



TIME 





FROM 


TO 


HOURS 


Monday 


\ 






Tuesday 








We (toes day 








Thursday 








Friday 








TOTM 





Each dmy muBt be filled in* 

Turn this slip in to your ERS emch Friday^ 

Verified by ^ ' 



(employer instructor) 



ZONE _ DEBRIEFING 



student Name 
Date 



1. 





WORK THIS ZONE 


THIS ZONE 


TO DATE 


^ OK 


needs to 
improve 


CQ>CPETENCIES 










PROJECTS 










JOUHNALS 










EXPLORATIO^^S 










EXPLOMTION PACKAGES 










LEARNIMG LEVELS 










TIME SLIPS 











2* Has the studvant utilized employer sites adequately this zone? 




3^ Has the student negotiated a 
learning plan and target dates? 

til _______ m 

LRS - LRS 

ERS _ _. - J - - - . \ ERS^ 



4. PRESCRIPTION! 




□Zone Activities 
Completed 




Zone Activities 
Not COTpleted 



Is the student meeting the target 
dates? 



